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U.S. EPA does not endorse any products or commercial services mentioned in this manual.




Access to the wealth of information on chemicals and pesticides on the Internet is critical to
building capacity for the sound management of chemicals as called for in Chapter 19 of
Agenda 21. The Intergovernmental Forum on Chemical Safety (IFCS) Priorities for Action
Beyond 2000 calls for support of efforts to eliminate barriers to information exchange for the
sound management of chemicals in order to enhance communication among national, sub-
regional, regional and international stakeholders. It sets the goals that by 2005, at least five
countries in each region, and by 2010, most countries should have fully operational
arrangements in place for the exchange of information on hazardous chemicals.

To meet this challenge, the United Nations Environment Programme (UNEP) and the United
States Environmental Protection Agency (US EPA) jointly launched the Chemical
Information Exchange Network (CIEN) Project to strengthen capacity to access electronic
sources of chemical information and to provide training on how to access this information on
the Internet for chemical management officials and other appropriate stakeholders.

During the pilot phase that covered four countries in Africa (Cote d’lvoire, Mali, Nigeria and
Tanzania) the U.S. Agency for International Development joined the partnership. The pilot
showed that an equally important component of this partnership is the commitment and
involvement of national organizations in countries wishing to benefit from Internet access
and chemicals management networking.

The project is now being expanded to other countries in Africa in the Economic Community
of West African States (ECOWAS) and the Southern African Development Community
(SADC). In addition, the project has been launched in Central America and Mexico in
August of 2002.

In light of the most recent global agreement to reduce persistent organic pollutants, this
project is especially useful in helping countries meet obligations of the Stockholm
Convention on POPs and to promote regional cooperation by increasing information
exchange and communication among key chemical management officials through Internet
access and the use of electronic mail. Such access will also be important for implementation
of other multi-lateral environmental agreements, such as the Rotterdam Convention on Prior
Informed Consent (PIC) and the Basel Convention on the Control of Transboundary
Movements of Hazardous Wastes and their Disposal.

This participant’s training manual was developed for use in the Chemical Information
Exchange Network (CIEN) Internet training workshops held in each country. Itis meant as a
guide for finding chemicals information on the Internet, and is a work in progress. As new
web sites are developed and new technologies emerge, it will be updated and improved.

We hope you find this manual useful in your daily work. You are also encouraged to take
the time to explore the exercises on your own and to reach out to your colleagues to share
information and create a chemical information exchange network of your own.

Hardcopy and electronic versions of this document are available by request to UNEP or can
be obtained on the Internet from UNEP Chemicals
(http://www.chem.unep.ch/irptc/default.htm) or US EPA (www.epa.gov/international/toxics).

The work has been carried out with helpful input of many individuals from governments and
non-governmental organizations. In particular, we would like to thank Ronald Macfarlane,
and Cyrille-Lazare Siéweé, consultants to UNEP, Jude Andreasen, Bonaventure Akinlosotu,
Angela Bandemehr and, Marianne Bailey of the US EPA. We would also like to thank
Fatoumata Keita Ouane of UNEP Chemicals who coordinated the production of this guide;
her expertise, and her advise made this document possible.


http://www.chem.unep.ch/irptc/default.htm
http://www.epa.gov/international/toxics

Sincerely,

Jim Willis

Director

UNEP Chemicals

11-13, Chemin des Anémones
CH-1219 Chatelaine

Geneva, Switzerland
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Unit 1 — Introduction

The Chemical Information Exchange
Network Internet Training Workshop is part
of an effort to increase the capacity of
developing countries in the sound
management of chemicals. The training is
divided into eighteen units that can be
grouped into those that provide basic skills
on the Internet and the other that focus on
finding information on chemicals and their
sound management. Training sessions can
be adapted to accommodate the level of
trainee experience by selecting appropriate
units. For example, the units on the use of
the Windows environment and Internet
browsers are optional when learners already
have the prerequisite skills.

The objectives and the programme of the
workshop are outlined below:

Objectives

The overall goals of the workshop are to:

« Provide an introduction to the Internet
« Provide basic searching skills

« Introduce important sites and databases
that contain information on chemicals
and their sound management

« Explore the opportunities for
strengthening national and regional
chemical management infrastructure
through enhanced networking via

electronic and other means.

Some specific learning outcomes of the
workshop include:

1. Ability to create and use a list of
bookmarks to key resources (search
engines, directories, indices, sites) that

can help to more quickly and effectively
find chemicals information on the Web

2. Knowledge and use of some key Internet
searching “Tips and Tricks”

3. Knowledge of which information guides
to use for which types of questions

4. Ability to effectively search the web sites
of organizations that provide information
on chemicals and their management

5. Use of chemical management directories
and search engine(s) to find answers to
typical chemical management questions
encountered in the course of business

6. Identification and listing of resources for
further training and guidance on
conducting research via the web

7. Identification and listing of some
valuable chemicals management
information resources that are NOT
freely available on the Internet

8. Practice searches on questions that the
learners encounter in the course of their
business and that they would like to be
able to research using the Internet

9. Data quality — how can an Internet user
be certain that information retrieved from
the Internet is reliable?

In the pre-training questionnaire you were
asked to submit questions or topics that are
relevant to your work. The programme
provides an opportunity to practice and to
search information for these issues,
questions or concerns. Although the manual
does include some examples throughout
and in the Search Safari, you are invited to
use the time available to practice on topics
and issues of particular importance to you.
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Contents of the Workshop

Session
Registration
0. Opening

1. Introduction

2. Background

3. The UNEP/EPA Chemical
Information Exchange
Network

4. Chemical Information: a tool
for risk prevention and the
sound management of
chemicals

5. Introduction to the Internet

6. Introduction to Windows
(Optional)

Objectives

Outlines the objectives and expected outcomes of
the workshop

Provides the national/regional context of the training
workshop

Introduction to the project, the partners involved and
its objectives

Provides an overview of the challenges to the sound
management of chemicals in developing countries
and the various international agreements and
initiatives to improve capacity and access to
information

Provides a short description of the internet, its
nature, development, capacity and use.
Specific concepts:
e What is the Internet
World Wide Web
HTML
How did it start?
What is a browser?
Getting connected
Assessing the quality of information

Obijectives:
e Become familiar with the layout of the desktop
e Become comfortable with the movement of
the cursor
Learn to double click
Learn to use the left and right click
Learn about directories/folders and files
Learn how to start and exit from a programme
Learn how to start and log-off your computer
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Session Objectives

7. Introduction to the Browser Provides an overview of the basic functions of an
internet browser software and practice these to get
to a specific site and navigate from page to page
Specific Objectives:
o Get familiar with the layout of the browser
window
e Learn the structure of an internet address
(URL)
e Access a site by entering an internet address
in the address window
¢ Recognise hyperlinks and navigate between
pages using these links and the back /
forward buttons
Learn how to create a favourite / bookmark
Open or download a document
Find on this page
Introduction to the Acrobat Reader

8. Introduction to Search Provides an introduction to common search engines
Engines and the use of key words to search for information
Key Concepts:
e Reasons to use search engines
o Examples of search engines available on the
web

e Mirror sites, regional or national portals

« Difference between directories and indexes

e The limits of search engines

¢ Awareness of search functions on a specific
site

o Use of keywords to find information on the
web

e Results using singular and plural terms
Results using different search engines
(AltaVista, Google)

Search for an organisation

Search for information on a specific topic
Tool Kit for Expert Web Searcher

Meta search engines — Ixquick Query Server,
Vivisimo
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Session

9. Introduction to E-mail

10. Translation Tools on the Web

11. Advanced Search

12. Introduction to Major
Organisations

13. Specialised Directories

Objectives

Introduces web-based e-mail services and provides
practice in sending and receiving messages:

e E-mail using a service provider

e E-mail on a network

o E-mail using a free web-based service

e Create an account on a free web-based
service (e.g. Yahoo! Mail)
Use this account for an exchange of
messages among learners
Create a signature
Attach documents to your message
Open attachments in received messages
Delete messages
Save messages sent, save draft messages
Create folders
Use the address book
Accessing a POP account

Introduces translation engines available on the
Internet, their use and limitations:
e Use the translate function on AltaVista,
Google
e Translate a web page
e Translate specific text
e Compare translations

Introduces more advance techniques for more
accurate search results:
e Principles of searching
o Refining your search strategy
o Awareness of differences among search
engines
o Boolean logic and its use (and, or, not
operators; truncation; searching a phrase)
e Review “Advanced search” options on various
search engines

To provide an introduction to the sites of several
organisations that provide information on chemicals
and their management
e IOMC organisations — FAO, UNEP, ILO,
UNITAR, WHO, OECD
e USEPA

Introduction to topical directories:
e Finder Seeker
e Complete Planet, Invisible Web
o Virtual Chemistry Centre
e PMReG
e ChemFinder
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Session Objectives

File and Edit menu
Organise bookmarks
Customising the browser
Empty cache

Export your bookmarks

14. Additional Browser Functions

15. Specialised Databases To become familiar with databases that provide
information on chemicals

e Database on Pesticides and the Environment
EXTOXNET
IN-CHEM
IRPTC Legal File
New Jersey Right-to-Know Hazardous
Substance Fact Sheets
Scorecard: About the Chemicals
TOXNET (including HSDB, IRIS, Toxline)
Finding MSDSs on the Internet
Subscription based sources

Networks — GINC, ISYS, EISI, INFOCAP

¢ Finding a contact (e.g. US EPA, Government
of Canada)

o Case Studies

16. Networking

17. Search Safari To provide an opportunity to practice finding
information on topics of interest

18. Evaluation and Wrap-up e Summary of learning outcomes
¢ Written evaluation
o Verbal feedback

Closing Distribution of Certificates
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Unit 2 — Background

The objective of this session is to provide background
information on national activities related to chemical
management and to some of the events that have
occurred before the training.
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Unit 3 — The Chemical Information Exchange Network

The Chemical Information Exchange
Network Project (CIEN) is a response to the
recommendations found in Chapter 19 of
Agenda 21. It follows from
Intergovernmental Forum on Chemical
Safety (IFCS) Priorities of Action to eliminate
barriers to information exchange and to
enhance communication among national,
regional, and international stakeholders.

The Internet is a tool for strengthening the
capacities of countries to manage
chemicals. It provides a gateway to valuable
scientific, technical, economic and legal
information in a cost-effective manner.

CIEN is a partnership of the United Nations
Environment Programme (UNEP) and the
U.S. Environmental Protection Agency (US
EPA). It provides electronic equipment and
Internet access to selected government
agencies as well as training to chemical
management officials and other appropriate
stakeholders on the use of the Internet.

The major goals of the project include:

e To provide countries with basic
information needed for the management
of chemicals to facilitate national
decision-making

e To facilitate the implementation of
chemical-related treaties such as the
Basel Convention (hazardous waste),
the Rotterdam Convention (prior
informed consent or PIC) and the
Stockholm Convention (persistent
organic pollutants or POPs.

This project has been supported by efforts of
UNEP, US EPA and other partners or
funders including, the Canadian International
Development Agency (CIDA), the Swiss
Federation, the US Agency for International
Development (USAID), the US State
Department, and the United Nations Institute
for Training and Research (UNITAR).

CIEN is directed to developing countries that
lack the capacity to access information. Its
specific objectives include the following:

e To enhance the capabilities of
developing countries to enhance and
share information

o To create a framework for access and
exchange of chemical information to
support national, regional and
international activities for the sound
management of chemicals

o To assist appropriate government
agencies to access the Internet

e To provide training to chemical
managers and selected stakeholders to
access chemical information on the
Internet and to encourage the
establishment of a national and/or
regional network.

The above objectives are achieved through
the following undertakings:

¢ National stakeholders identify needs for
access and exchange of chemical
information on the Internet

e UNEP and the US EPA strengthen the
capability to access chemical information
on the Internet

e UNEP, US EPA or other partners, as
appropriate, provide training on the use
of the Internet to access information on
chemicals

e Countries establish a chemical
information exchange network at the
national and/or regional level.

The final outcome of the project includes the
establishment of infrastructure and technical
capabilities and staff training. As well, it is
anticipated that countries will create a web

site that includes contact address for
national  stakeholders and  partners,
information resources and sources of

information on chemicals relevant to their
country.

Funds made available to the participating
countries through this project allow for key
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government agencies to obtain a computer
and to gain access to the Internet. It also
provides support for a meeting of
stakeholders, an Internet training workshop,
and some follow-up activities.

Africa was chosen as the first target region
because it is the region with the greatest
barrier to access to information. The pilot
phase of the project was carried out in Cote
d’lvoire, Mali, Nigeria and Tanzania during
2000-2001.  This was followed by full

implementation starting late in 2001. Funds
received to date have allowed the project to
be implemented the Economic Community
of West African States (ECOWAS), the
countries of the  Southern  African
Development Community (SADC) and
Central America including Mexico. Plans
are underway to extend efforts to other
African and Latin American countries. As
funds become available the project will be
extended to other regions.
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Unit 4- Chemical Information

In 1992, the United Nations Conference on
Environment and Development in Rio de
Janeiro (UNCED) provided a framework for
sustainable development. It recognised the
need for sound information to assist in
effective decision-making. It outlined some
of the constraints of developing countries
and the lack of information relevant to their
situation.

Information is a needed component of
sustainable development. UNCED identified
the need to collect local information and to
bridge the gap between the information rich
and the information poor. This includes
activities in the following areas:

collection of data,

management

analysis

synthesis — health and environmental
assessment

There is also the need to improve methods
for data evaluation and assessment, the
adoption of sustainable development
approaches and identification of
environmental indicators.

Developing countries face challenges of
environmental degradation and human
health impacts due to air pollution, water
pollution and soil contamination.

Chemicals result in human health impacts,
such as:

Poisonings
Respiratory impacts
Immune effects
Neurological effects
Reproductive effects
Cancer

Sensitive sub-populations, such as pregnant
mothers or children and sub-populations at
higher risk due to their lifestyle or occupation
also need to be considered.

There are various international agreements
that have addressed chemicals and their
adverse impacts on health in the
environment, for example:

o Montreal Guidelines and Global
Programme of Action
¢ Rotterdam Convention

Stockholm Convention

Basel Convention

Chemical Weapons Convention
Montreal Protocol

London Dumping Convention, and
ILO Convention 170.

Although not focused on chemicals, several
regional conventions also incorporate
pollution related concerns, for example:

e Algiers Convention
e Abidjan Convention

e Nairobi Convention, and

e Zambezi River System Action Plan.

Many conventions include an information
exchange mechanism. The main focus of
the Rotterdam or PIC Convention is
information exchange on chemicals that are
banned or severely restricted. This includes
notification of control actions and PIC
circulars to exchange this information.

The Stockholm or POPs Convention
includes provisions for the elimination of
production, use, import and export of 9
chemicals (Annex A), the control of
production and use of DDT (Annex B),
measures to reduce or eliminate releases
from unintentional production (Annex C) and
measures to reduce or eliminate releases
from stockpiles and wastes. Measures are
in place to assist developing countries to
develop national implementation plans to
better manage the 12 substances identified
in the convention.

Information Needs
There is a wide array of information needs:

¢ Regulatory information
e Health and safety

e Toxicity data

e Environmental fate

e Pollution prevention and control

The many sources of information that exist
include:

Conventions

International institutions
Government agencies
Academic and other institutions
Commercial providers
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There is a wide range of data sources, for
example:

UNEP
CIS-ILO
IPCS-Intox
INCHEM
ECDIN
NIOSH
CCOHS
Toxnet
Medlars

These can be accessed either through
traditional methods, CD-ROM, on-line or
more and more frequently through the
Internet. The Internet provides easy access
to a wide range of information:

¢« Conventions

¢ Publications of international
organisations

e Government publications

o Databases

o Publications of other organisations such
as industry, university, and NGOs

10

Information Exchange

The Internet provides a means for
information exchange. This can be done
through by e-mail, newsgroups, or

involvement in specialised networks such
as:

o the Global Information Network on
Chemicals (GINC)

e ISYS phytosanitaire

e Environmental Information Systems on
the Internet (EISI), or

e INFOCAP
To facilitate the sound management of
chemicals, the Chemical Information

Exchange Network (CIEN) Project focuses
on two areas:

e Better access to the Internet to improve
access to the information on chemical,
and Information exchange, and

e Networking among national and regional
institutions to: Coordinate development

and implementation of national
regulations;

o Coordinate compliance and
implementation of international
environmental agreements, and to

o Better develop and carry out National
or Regional Implementation Plans.
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What is the Internet?

The Internet is a world-wide collection of
tens of thousands of interlinked
computers.

The backbone of the Internet is made up
of high capacity computer networks that
then link to regional and local networks.

Individuals or organisations can link to
the local network directly or through a
local Internet service provider (IPS).

The computers on the network run
software that use TCP/IP or
Transmission Control Protocol/Internet
Protocol to exchange data.

The Internet itself does not contain
information.

The Internet is the transport vehicle for
the information stored in files or
documents on another computer. It can
be compared to an international
communications utility servicing
computers.

It is a slight misstatement to say a
"document was found on the Internet.”

It would be more correct to say it was
found through or using the Internet.

The material was actually found in (or
on) one of the computers linked to the
Internet.

Computers on the Internet allow you to
use one or all of the following services:

o Electronic mail (e-mail) to send and
receive mail;

o Access to discussion groups often
called Listservs® after the software
they operate under;

o Telnet or remote login to use your
computer to log onto another one and
use it as if you were there;

o FTP or File Transfer Protocol to
rapidly retrieve large files intact from a

January 2003

Unit 5- Introduction to the Internet

remote computer and view or save
them on your computer;

o Gopher: An early, text-only method
for accessing Internet documents,
that has been almost entirely
subsumed in the World Wide Web;
you may still find gopher documents
linked to web pages;

o The World Wide Web (WWW or "the
Web"): The largest, fastest growing
activity on the Internet.

Internet or World Wide Web?

The term World Wide Web and Internet
are often used inter-changeably.

However, not all Internet servers are part
of the World Wide Web. The WWW is
the part of the Internet that is generally
accessible.

As long as your computer has the
hardware and software to do these
things, you can use the WWW to:

o retrieve documents,

view images, animation, and video,
listen to sound files,

speak and hear voice, and

view programs that run on practically
any software in the world.

o
(©]
(©]
o

HTML

HTML (HyperText Mark-up Language) is
the foundation on which the WWW
functions;

HTML and other programming imbedded
within HTML is what allows links
between pages or documents;

This is done using what is known as
Hypertext;

Hypertext provides areas in a page or
buttons or graphics on which you can
click your mouse button and bring
another document for you to view on
your computer;

In this way you can move from page to
page or document to document on the
WWW.

11
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« This is known as surfing the web.

How do hypertext links work?

« Anything you find on the Web has a
unique address or URL (uniform
resource locator);

« This identifies what computer the thing is
on, where it is within that computer, and
its specific file name;

« When you click on a Hypertext link you
send a request to retrieve the unique
document on some computer in the
world that is uniquely identified by that
URL.

How did it all start?

« The U.S. Defense Advanced Research
Projects Agency (ARPA) was looking for
a means to create a communications
network that was immune to military
attack

« Inthe 1969, the U.S. government
created ARPAnet, connecting four
universities;

« This network had no controlling
headquarters (a "distributed" network);

« Standard protocols (or rules) were
adopted to facilitate the transfer of data
between various computers;

e Researchers could use any the
computers of any of the computers on
the network;

¢ In 1972, the first e-mail program was
created;

« Universities saw the success of the
ARPAnet and signed up to use it.

From Military to Civilian

« The civilian and military portions of the
network split into MiLnet and ARPAnet;

« In 1980 the National Science Foundation
(NSF) created the NSFnet;

« It linked regional networks, initially to
handle computer communications
between five supercomputer centres;

¢ In 1990, ARPAnNet closed down, as most
of the traffic had moved to the NSFnet;

12

« NSFnet became the major US backbone
of what was now called the Internet;

« Major telecommunications firms also
built their own backbone and regional
networks;

e In 1996, NSFnet was sold to a
consortium of private
telecommunications companies;

« The backbone & regional networks that
constitute the Internet in the US is now
privately owned and operated;

¢ In other countries the backbone may be
provided either by the government or the
private sector.

Invention of Hypertext

e In 1989, Tim Berners-Lee of CERN
proposed the underlying concept of the
World Wide Web (WWW) — the hyperlink
— text that linked one document to
another;

« Browsers and servers were developed to
help locate and transfer data;

¢ 1992 — CERN released the World Wide
Web;

« In early 1993 the Web accounted for only
0.1% of all Internet traffic.

Graphical Interface

e In 1993, a graphical Web browser,
Mosaic was developed in the U.S ;

« In addition to text it could handle a
variety of images, enabling the creation
of what we now know as Web pages;

« The use of the Internet (specifically the
Web) exploded;

« Web traffic now constitutes the vast
majority of all Internet traffic.

What is a Browser?

e A browser is a programme that allows
you to retrieve and view documents on
the WWW that are in html format and to
access the Internet taking advantage of
text formatting, hypertext links, images,
sounds, motion, and other features.
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« Netscape Navigator and Microsoft's

Internet Explorer are the two best-known
browsers.

Browsers also rely on "plug-ins" to
handle the fancier files you find on the
Web.

Plug-ins are small-programmes stored
within a browser or elsewhere in your
computer to support special types of
files.

Getting Connected to the Internet
« To access the Internet you need a

computer, a modem or other
telecommunications link, and the
appropriate software.

Most individuals or organisations obtain
access through a company known as an
Internet Service Provider (ISP).

You connect to the ISP computer
through the local telecommunications
network.

The ISP then provides access to the
wider network.

Data Quality
« There is no authority that evaluates all

the data that is available on the Internet.

« You must therefore use your judgement

on the quality of the information that you
retrieve:

o What is the original source of the
information?

o lIs it authoritative?

o lIsit current?

o What is the bias?

See the Annex for more details on assessing
data quality on the web.

January 2003

Viruses

Viruses, worms and Trojan horses are
human-made software programs.

They usually spread through e-mail as
attached files and some can cause
severe damage.

Simple steps to avoid getting infected
include the use of an up-to-date anti-
virus software, scanning e-mail
attachments before opening them and
scanning floppy disks before using them
on your computer.

Hoaxes are messages that warn you of a
virus and ask you to advise all your
contacts. Do not participate in spreading
hoaxes by forwarding such warnings.

The Annex provides more detail on
viruses and ways to help prevent
problems caused by their spread.

13
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Unit 6 - Introduction to Windows

This Unit has been included for people who
are not familiar with using a personal
computer (PC) and a Windows environment.
It is not a comprehensive overview of the
Windows environment, but should provide

The Personal Computer

The components of a personal

computer include:

o The video display terminal (VDT)

e The keyboard

e The mouse

e The central processing unit (CPU)
which includes that hard drive where
programmes and documents are
stored. The main drive on the
computer is usually called the C:
drive

e The CPU will usually also include a
floppy (3 Y2 inch) and a CD-ROM
drive

¢ Many computers now include an
internal (built-in) modem; a modem
is a device that allows the computer
to connect to the
telecommunications network, a fax
modem allows your computer to
operate as a fax machine

e Your computer will normally be
connected to various peripherals
such as printers or speakers

Tip:

If your computer is on a local area network
(LAN) you will normally access printers and
other peripherals through your network and
they will not be directly attached to the
computer.

sufficient knowledge for someone who wants
to use the Internet.

Note that the illustrations are a guide. What
you will see on your computer may vary a
little.

Video display terminal
(VDT)

Central
Processing Unit
(CPU)

Keyboard]

Mouse
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Icon

1. Turn your computer on.

Once you have started the
computer, the “desktop” will be
displayed on your computer
display screen.

Depending on how it has been
set up, the appearance will differ
on different computers.

On most computers the task bar
is found at the bottom of the
screen. (If you do not see the
task bar move the mouse until
the cursor (arrow) moves to the
bottom of the screen. This will

This task bar will include the Start

temporarily bring up the task bar) T =
Start Menu N\ Task Bar

menu.

You will also see icons, or small
pictures. These icons provide
short cuts to programmes or

Button indicating an open
application or document

documents.

The main items on your desktop are:

e The Task Bar
The task bar indicates when an application is open by
showing a button.

Tip:
You may have to log on to

) your computer by entering
There may also be some small icons that are a user name and

associated with certain applications that are operating password.

in the background.

« The Start Menu
The Start Menu is used to start or open various
applications programmes installed on the computer or
to open existing documents.

« Shortcuts represented by Icons
The various icons on the desktop provide shortcuts to
applications or documents. You can use these
shortcuts to open applications or documents directly
from the desktop rather than using the Start Menu.
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Double Click

In Windows, the “Double Click” is often used to start a
programme or open a document. It is done by
pressing on the left button of the mouse twice in quick
succession (e.g. to the count 1,2).

2. Using the mouse, move the cursor over the “My
Computer” icon. Using your index finger, “Double
click” on the left button of your mouse.

A window will open which will provide a listing of the
contents of the computer:

My Computer
Icon

Open application window

The cursor

The same directory using large icons: Active window
indicator

My Compu

5% Fioppy (&) Local Disk (C) Compact Disc Compact Dise Control Panel

@) (H)

17
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Depending on the components installed you will see
various icons. Typically there will be the following:

31/2” floppy [A:]
Local drive [C:]
Compact Disk [E:]
Desktop

This will display the contents of the hard drive C:

&= Local Disk (C:) _ (O] x|

Move your cursor over the C: drive and double click.

Title bar of new window

< —

Window

Menu bar —} J_ File Edit View Favorites Tools Help ‘ Sizing buttons
J_ Open ers (dHistory |15 03 X w | Elv
| Print - Weao
r Edit = = = o
Scan with Norfon Antivirus \\‘ \T \\‘ Tool bar
c2 Addto Zip BMTOOLS  MyeBooks My Music
& Add to AUTOEXEC zip
@ Zip and E-Majl AUTOEXEC zip - - o Scroll Bar
Send To +
PU" down __—> MNetQuest  Program Files Fescue
menu New > Double
Create Shartout 3 3 arrow cursor
Delete ) [ e to resize the
Renarme utoexec.old CONFIGEBAK CO SY WindOW
Properties =
B il
[0 Close // i items. /
Folder icons /

indicate a sub-

found

directory where
additional files are

Icons representing

individual files such as
documents or programmes

« Common elements of a window are:

O
O

side of the
o The menu
O
o Scroll bars

The title bar at the top

title bar
bar below the title bar

at the side and bottom

The window sizing buttons on the right hand

A tool bar with icons below the menu bar

e As you move your cursor over the menu bar, the
different menu titles will pop up into little buttons. To
see a menu click on its name. A menu will drop down
as seen above. Menus provide various commands to
assist you in your task.

Move your cursor down the menu. It will highlight

each menu item in turn. Once you select the item you
need, click to start the operation. Repeat this
operation on other menus to become comfortable
these movements.
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« Move your cursor to the scroll bar on the right. Press
on the right mouse button and move the scroll bar
button down to see what is further down. Move it
back up to get back to the top. Similarly the scroll bar
on the bottom allows you to move across and back.

« You can double click on the folders to see the
contents of the folder.

« You can double click on a document to open it.

« Move your cursor to the window sizing buttons on the
top right of the window for the document or folder you
have just opened.

« Place the cursor on the middle button and click once.
This will change the size of the window. Click it
again, and the window will return to the previous size.

e The button with the — will minimize the window (make
it disappear). To restore the window click on the
application button found on the task bar at the bottom
of screen.

¢ Close the window. To do this you can either use the
close command in the File menu or click on the x
button on the upper-right corner of the window frame.

Right Click

3. We have used the left button of the mouse. The right
button has a different function, which is sometimes
useful.

« Move the cursor over an icon and click on the right
button of the mouse. A small menu will appear.
Move your cursor to highlight a command and click to
start the action.

o, 7.5
e
=)

R Start| | Blparticipantsman... | [Netsczpe | @ [DZERe2R 174

« Move your cursor to the desktop background and
right click again. A different set of commands will
appear.
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« To use a computer for certain tasks you need to use
programmes or applications. There are several ways
to start a programme.

« In the exercise above we started a programme by
double-clicking on its icon found on the desktop;

« However, not all programmes will have a “shortcut” on
the desktop;

o All installed Windows programmes can be started
using the Start Menu found on the task bar.

4. Click on Start;

e A menu will pop up. Highlight Programmes;
= 25 G
= L

o This will bring up a sub-menu as illustrated above
(The items on the menu will vary depending on the
software that is installed in the computer). Select
Netscape or Internet Explorer and click using the left
mouse button;

« This will start the programme that we will use to
access the Internet (Note the application button that
will appear on the task bar once the application
starts);

e Minimize the browser window using the — sizing
button (Note the change in the application indicator
button on the task bar).

¢ You can start another programme such as the word
processor, Microsoft (MS) Word. Double click on the
associated icon on the desktop or select Programmes
on the Start menu (Hint: MS Word may be found
under MS Office);

+ Note the additional task button on the task bar.
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Each time you open a document or start a program, a
window will open on the “desktop”. Several
documents or applications can be opened on the
desktop at the same time. Each window will have an
associated button on the task bar. The button of the
active window will be “pushed in”.

You can switch between windows by clicking on the
task button in the task bar.

Look at the similarities and differences between the
windows. Each window will have a Menu Bar with
menu names across the top and a tool bar that
provides icons with short cuts to certain commands or
functions.

Switch between the browser and word processor
windows.

You can practice getting familiar with the use of
windows by opening a document and editing it or
typing a new document.

Use the edit commands to copy and paste. First
highlight some text by moving your cursor to the
beginning. Click on the left button of the mouse, and
with the button pressed down, move across to
highlight some text. Once you have highlighted some
text, release the mouse button.

Move the cursor to the edit button and click to pull
down the menu. Move the cursor to highlight “Copy”
and click on the left button.

Now move your cursor to where you want to copy the
text and click. Return to the edit menu and this time
highlight and click on “Paste”. The copied text will
appear.

Highlight the text again. This time use the Cut to
remove the text. Paste it in a different location.

If you make a mistake, you can always go to the Edit
Menu and “Undo”.

Close a Programme

There are two ways in which you can close a
document or programme.

You can use the x sizing button on the top right hand
corner of the window or you can select close from the
File menu.

If you have made changes to a document or file, you
will be prompted to save the changes. In this case,
we are not interested in keeping the document we
were practicing on. Click on “No” and continue.

If you accidentally close the document, you can click
on “Cancel” to return and continue your work.
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Turning Off the Computer

When you have finished your work and want to turn-off
the computer:

« Close all programmes by using the exit or close
command in the File menu or clicking on the x button
in the window title bar.

6. Move the cursor to the Start button on the Task Bar
and (left) click;

« Highlight “Shut Down” and click;

« You will get a dialogue box with several options such
as:

o Shut down
o Restart
o Log off and reconnect as a new user

e Choose “Shut down” to turn off your computer. Your
computer will shut down, and it will then be safe to
switch off the power.

Tips to Keep Your Computer Safe

Lightning and current fluctuations can destroy
components of your computer.

« Use a power regulator (UPS) to maintain the power
more constant;

« Have a battery back-up — this will give you time to
save your work should a power interruption occur;

« Disconnect your modem and computer at the end of
the day;

o These precautions will greatly reduce the chance of a
mishap.
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Unit 7 - Introduction to the Internet Browser

The Browser Window

The two most popular browsers are Netscape and
Internet Explorer.

The illustrations are a guide. What you will actually
see on your computer and the features available may
vary from the descriptions and illustrations in the
manual as software gets regularly updated.

1. With your computer on, start the browser: Double-
click on the Browser Icon or use the Start menu.

The Netscape Navigator Window

The address window, which
indicates the web address
of the page we looking at

The menu bar

The tool bar

N Ne*-cape 6
o File Edit ‘iew Searc

B 5

kS

: ; s - =
Back Forward Reload gg: Jl% ng Frint

7 4% Home [ MNetscape C, Search | wé Bookmarks o MNetscape Search o AltaVists 4 Ask Jeeves o Excite # Google # GoTo 42 HotBot o2 LookSme

Go Bookmarks Tasks Help

- Search

|| Saarch |

using | Netscape Search vl The Side bar
Search Results T
A/
Click on the button
:/ to hide the side bar

Bookmark this Search

+ Bucldy List
+ Stocks

The status bar

» News

+ Shopping

+ Today's Tips

+ Bookmarks

g b A w2 Edl |DDEurm:am Daone | |=0=|ﬁ

@ Start| | B)Guide0sintro-Br... | &aboutblank - Mic. |[ENetscape 6 g |[ZhSEEE) 1718
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The Internet Explorer Window

The menu bar

The address window, which
indicates the web address
The tool bar of the page we looking at

A about:blank - Microsoft Internet Fxplorer - [W'orking Offline]

JEiIe Edit View Favorites Tools Help ‘

A Back v = @ ﬁ | @Search |@Fa\;ories @History ||%v . g @
|JAQdFeSS I@ abouthblank j @ Go “ Links

Favarites 3 .
Biadd. B 0rganize..

1 Carel on the Weh Click on x to hide

DlE_:M Sites the side bar
[ Links

1 Media

|1 Additional Templates Folder
[C1 Backups

Default Template

&] MESN.com

&] My Lycos

&1 Radio Stafion G The side bar
@ FealFlayer Home Page
&] GroupWise

/ The status bar
A ;

|@ Diang ’§|_|‘ Internet
yRStart| | B)Guide0bintro-Br... |[£]aboutblank - [ENetscape 6 4 [ZnhEEae 1727

« The overall structure of the window is the same in
both Internet Explorer and Netscape. And although
there are differences in the layout and terminology,
they offer similar capabilities.

« Like all windows programmes it includes a Menu and
a Tool Bar. The Tool Bar includes the Address
Window, where the address of the web page or URL
that is currently active is seen. See Table 1 for
information on the URL and its meaning.

« Depending on the set up, the browser may open with
a visible side bar. It can easily be hidden (see
illustration above).

« The look of the browser window can be customized.
More information on this is available in Unit 14:
Additional Browser Functions.
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TABLE 1: About URLSs

For an exchange of information to occur on the web, computers must be able to recognise
each other. A unique Internet Protocol (IP) address is assigned to a computer that is linked
to the web. As it is a numeric address, it is hard to remember. A domain name system
(DNS) has been developed. To use a domain name, an organisation or individual must first
register it. Once it has been registered it is added the index of domain names that links the
name to the specific IP address.

Figure 1: The URL

The URL - unique resource locator — is made of several parts:

WWW indicates A descriptive part such
the page is as the name or

available on the acronym of an

World Wide Web

An extension that refers to
the type of institution or
organisation

www.internet.ext/directory/page.html

DOMAIN NAME /\ Specific name of an Internet
page or document;
The html or htm extension

on the page name indicates
the page uses the hypertext
mark-up language and can
be read by a browser

Name of the
directory where the
page is found
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TABLE 1 (Cont’d)
Country Extensions

The US does not generally use a country designator. Other countries have the 1ISO two-digit
abbreviation as top-level domains, for example:

.ch = Switzerland .Uk = United Kingdom
.fr = France .za = South Africa

Naming convention and control over the use of country designation can vary by country.
Country extensions can also be accompanied by additional domain designators. Here are
some examples of URLs using a country designator:

www.ec.gc.ca = Environment Canada
www.defra.gov.uk = UK Dept. for Environment, Food and Rural Affairs
www.nihs.go.jp = The National Institute of Health Sciences in Japan
www.london.ac.uk = University of London
www.utoronto.ca = University of Toronto

Many organisations or businesses outside of the US have registered names
with the extension .com, .org, or .net. Therefore do not rely on the country
designator to identify the country of origin of the owner of the site.

Caution!

On November 16, 2000, the Internet Corporation for Assigned Names and Numbers
(ICANN) approved seven new domains:

.biz for businesses and corporations

.info for information-based services such as newspapers, libraries, etc.
.name for individuals' and personal websites

.pro for professions such as law, medicine, accounting, etc.

.aero for services and companies dealing with air travel

.coop for co-operative organizations

.museum for museums, archival institutions, and exhibitions

Implementation of these names will be done over several years, with .biz and .info becoming
effective late in 2001.

Common Error Messages

The connection was refused...: This Error 404: Page not found: This is

error usually indicates that the computer probably the most common error message
you are trying to reach is not currently on- that you will experience when searching
line. Click on OK and try again later. on the Internet. Most often this is the
DNS entry not found: This error result of a page having moved to a new
message will indicate that domain name location or removed completely. It may
you typed or tried to access was not found also occur if you have mistyped the URL —
in the index. The site you are trying to the URL is case sensitive, and every
access may not exist. Check that you punctuation mark is important.

have not made a misspelling.
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Navigating on the Web

Accessing a Site

2. If you know the address of a site, the easiest way to
get to the site is by entering the address or URL in the Tip:
address window; If you have previously entered
Type in the web page address www.unep.ch in the the same or similar address it
address window then press enter; will appear in a menu box.
This will bring us the home page of the Geneva Office | YOU can move your cursor to
of UNEP. highlight the complete address
without retyping it all over
. again.
Hyperlinks
Hyperlinks are links between web pages. On most
web pages, hyperlinks appear as underlined text in a
different colour.
Tip:
3. Use your mouse to move your cursor over Your cursor becomes a hand when it is

Back and Forward

4.

the web page; you will see the cursor -
changing from an arrow to a hand. Highlight over a hyperlink
Chemicals Unit then click once. ﬁ;!-"r,

Also note that the URL of the link will
appear in the status bar.

You navigate backwards and forwards on
pages already visited by using the Back and Forward
buttons on the Tool Bar.

Use the Back button to return to the UNEP Geneva
Home Page.

Note that the Forward button is now activated. You
can move forward to the Chemicals Unit page.

Note the change in colour of the link “Chemicals Unit”.
On most web pages, recently visited links will appear
in a different colour.

Creating a Bookmark or Favourite

If you find a site that you find useful and expect to
want to visit again, you can save it as a bookmark or
favourite. Use the forward button to return to the
UNEP Chemicals page http://www.chem.unep.ch/.

In Internet Explorer:

Click on “Favourites” on the Menu Bar;

On the pull down menu, highlight and click on “Add
to Favourites”;

This will give you a dialogue box;

You can keep the name of the Favourite as it
appears or modify it;
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« If you do not specify a folder it will be added to the
main list of Favourites;

o Click on a folder or create a new folder in which to
file your Favourite.

In Netscape Navigator:
e Click on “Bookmark” on the Menu Bar;

e On the pull down menu, highlight and click on “Add
Bookmark”,

« If you click on “Bookmark” again, you will find the
new page at the bottom of the list of Bookmarks;

« If you choose “File Bookmark”, you will get a
dialogue box. Modify the name of the bookmark if
you wish, and click on a folder or create a new folder
in which to file your bookmark.

6. In the future, when you want to return to this page, go
to the Favourite or Bookmark menu, and click on the
name of the site. If you have added your bookmark to
a folder, highlight the folder name to get a sub-menu,
then click on the site’s name.

Sites Opening in a New Window

Depending on how the page has been created, some
links will open in a new window. For example:

7. Use the Back button to return to the UNEP Geneva
page: www.unep.ch.
« Click on the link “Regional Office for Europe”;

« If you look on the task bar, you will notice an -
additional browser button. This indicates that the Tip:

page has appeared in a new browser window. Whenever you click on a
. link and it seems that
« In this case to move back and forward between the nothing has happened,

two sites you need to switch between windows. Do check to see if a new
this by clicking on the appropriate button in the task window has opened.

bar to activate the window.

« To exit the site, you can also close the window (Hint:
click on the x in the top right hand corner).

Opening a Document

Up to now we have been moving between web
pages. In the following example we will look at
opening or downloading a document.

Documents on the web can be found in any format.
You will need the appropriate software to read these
documents.
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The most popular format for documents on the web is
the Acrobat portable document format or pdf. To
open or read these documents you need the Acrobat
reader, which is available for free.

8. Use your bookmark to return to the UNEP Chemicals
home page http://www.chem.unep.ch/;

o Click on the Persistent Organic Pollutants, then on
the link to the Stockholm Convention home page;

» Click on “English” to get to the text of the POPs
convention in English;

« Depending on how your browser has been set up, the
file will open in an Acrobat frame inside the browser
window (as shown below) or in a separate Acrobat
window;

« If you do not have the Acrobat installed as a helper
application or plug-in, you will be asked to save the
file to disk;

» Large files will take a while to open;

« Note the Acrobat tool bar — you need to use this tool
bar for functions on the document;

File Edit ‘\iew Favorites Tools Help

| 3l http:/fwww.chem.unep.ch/sc/documentsiconvtext/conviext_en.pdf - Microsoft Internet Explorer [_[5] x]

January 2003

EBak v & v (D (2] AY | Dseach (iFavoites Bristory | Thv Sh ol ~ @ @
Address [&] i gpwww.chem unep.chisc/da cuments/conviexcanvtext_en paf E| W

A6 - @il E 1« s [FalE e o e DEE I 6

HPLM CONVENTION ON PERSISTENT ORGANIC POLLUTANTS

Find

Tveltion,

zing that pefsis Ftics, resist degradation,

Print and are trankp page down / End  fies across international boundaries

far from their | rrestrial and aquatic ccosystems,

bf the health concerns, especially in developing countries, resulting from local exposure to
Save nic pollutants, in particular impacts upon women and, through them, upon future generations,

Acknowledging that the Arctic ecosystems and indigenous communities are particularly at risk
because of the biomagnification of persistent organic pollutants and that contamination of their traditional
foods is a public health issue,

Conscious of the need for global action on persistent organic pollutants,

Mindful of decision 19/13 C of 7 February 1997 of the Governing Council of the United Nations
Environment Programme to initiate international action to protect human health and the environment
through measures which will reduce and/or eliminate emissions and discharges of persistent organic
pollutants,

e

Bl .
1< 10134 » M 826x11egin 0= 8

Acrobat tool bar
inside the
browser window

I chem.unep.chiso/documents/comviext/comaext_en.pdi [ [ nemet

» lItis becoming common for sites to indicate the type
and size of document. For example they will indicate
the format of a document, either by using extensions
like doc or pdf, of by showing an icon (e.g. L @ ).

« If the document type is not shown, check the URL
that appears in the status bar when you your cursor
over the link. If the URL ends with pdf, then the link is
to a document that uses the Acrobat reader.
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Acrobat Reader

9.

30

If you do not already have the Acrobat reader
installed as a plug-in or application helper you will
need to download it. Many sites will provide you with
a link so that you can download the reader. Other
wise go to:
http://www.adobe.com/products/acrobat/readstep.html

At the bottom you will find a link to download the free
Acrobat Reader.

Become familiar with the Acrobat Tool Bar:
']
Open a document

D Save the document

& .
Print the document
A -
Find text within the document
Show or hide navigation pane (sidebar). If the
author has included links, you move through
the document section by section.
4 4 b bl , ,
Go to first page, previous page,
next page, or last page of the
document
«» .
Move forward or backward to specific
pages you have already visited
The hand tool allows you to pull the text up,
down or sideways in the document — an easy
way to scroll
«, . |
The magnification tool — zoom in (+) or
out (-)
Fr; T
The select tool: allows you to select
text, text within a table or column, or
graphics
D Sets the zoom to 100%, to fit within the
window or to fit the size of the window
s G‘x

Rotate the page (a way to help view a
page that is in landscape format)
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Find

A command we will use often is “Find on this page”. This
allows you to locate specific text on a web page orin a
document.

10. Use your bookmark to return to the UNEP Chemicals
home page;

o Click on the “Search” menu (Netscape) or “Edit”
(Explorer) and then highlight and click on “Find on this
page” — a dialogue box will appear;

« In the search window, type some text, e.g. “search”;

« If necessary, specify how to Find (e.g. match case, up
or down);

o Click on the “Find” button.

« If the character string is found, then it will appear Tip:

highlighted. On the File menu, to the right
« Click on find again to go to next occurrence of the of “Find” is the notation

term. If the term does not appear, you will get the Ctrl+F. This is the keyboard

message “finished searching the document’ command for “Find”. Instead

(Explorer) or “the text you entered was not found’ of using the menu you can

(Netscape). press on the Control key and
« There is also a Find command in the Acrobat reader the letter f at the same time.

and in many other Windows-based applications.

Opening a New Browser Window

Sometimes you might want to have two Internet sites
open at the same time. You can do this by opening a
new window.

11. Click on the File menu.

« In Explorer: Highlight “New” and then click on
“Window” in the sub-menu;

« In Netscape: Click on “New Navigator Window”;
« A new window will open over the current window;

note the extra task button on the Task Bar. Tip:
« In this window enter the URL for the US EPA site The keyboard shortcut for
“www.epa.gov’”. opening a new window is
L Ctrl+N.
« You may want to bookmark this site for later use.

+ Click on the button in the Task Bar to switch between
the two windows.
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Exercise

12. Return to the US EPA Home page or the UNEP
chemicals Home Page.

Follow links of interest to navigate through the sites to
become familiar with them. (See Unit 12 for more
details on these sites)

32



Chemical Information on the Internet — Participant’s Manual

January 2003

Unit 8 - Introduction to Search Engines

We have seen how we can get information on the
Internet by entering the address of a site and following
hyperlinks to other pages.

Since one does not know the address of all the Internet
sites that may be of interest, Internet-based software
called search engines have been developed.

There are many search engines available (See Table 2
for some of the more popular ones). Although they all
work in a similar fashion, each has specific strengths and
weaknesses. Search engines use two basic methods to
provide links to various sites — index or directory. Most
search engines now combine these two approaches.

Indexes use a “spider” programme to scout through the
web on a periodic basis. It will then use the words on the
page to create an index. When you search it looks for
the terms in its index and returns back with a series of
hyperlinks to pages it has previously found on the
Internet.

Directories classify sites by topics using selected subject
terms and often assisted by human intervention.
Depending on the information you are seeking, either an
index or a directory will be more useful. Generally you
use a directory when you are looking for a broad concept,
and an index if you are looking for something more
specific.

Tip:

There is no “best” search
engine. Each has its strengths
and weaknesses. If you do not
find the information you need
using one search engine, try
another one.

http://infoseek.go.com/

Table 2
Tip: Commonly Used Search Engines
Altavista Excite
http://www.altavista.com/ http://www.excite.com/
Google HotBot
http://www.google.com/ http://www.hotbot.com/
Infoseek LookSmart

http://www.looksmart.com/

Lycos
http://www.lycos.com/

Yahoo!
http://www.yahoo.com/

1. The simplest way to start a search is to type a
keyword (e.g. toxic chemicals) in the address bar of
your browser window and to press enter or click on
the button “Go” (Internet Explorer) or “Search”
(Netscape Navigator) next to the address window.

Simple Search
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« This will search the default search engine of your
browser (MSN Search in Explorer, Netscape Search
in Navigator). Your results will appear in the main
window as a listing with a title and short description.
Each title will be a hyperlink to a web page or
document.

« Move your cursor over a title that interests you and
click to follow the link. If necessary use the Find
command to locate the relevant part of the page by
searching for your keyword on the page.

« Both Explorer and Navigator include links to some
search engines. In Explorer you will find them under
Favourites, in Netscape under Search.

Google

Although the material was correct at the time of
writing, the Web is changing constantly. The
illustrations are a guide. What you will actually see
on your computer and the features available may vary
from the descriptions and illustrations in the manual.

2. A popular search engine is Google. Go to Google
Search at www.google.com. Bookmark the site for
future use.

« In the centre of the Google page you will find a box or
window. This is the search window. Enter here
keywords for the topic or document you are looking
for, for example toxic chemicals.

« Click on the Google Search button just below the
window.

!ﬁ Google - Microsoft Internet Explorer
Fle Edit Mew Favorites Tools Help

Tip:

Most service providers will set-
up to start your browser on
their home page and will
provide a search function on
their site.

HBack v = v (D @ | @Sear:h [siFavarites €A Histary “%v @ - ]

Address [&] hitp:/www.google.comf

Enter your key words
here

Google

(T meges Groups Dirgefry News
I‘ ! * Advanced Search
« Preferences
Google Search I'm Feeling Lucky | + Language Tools

[Mewy! Take your search fil Take a Google Tour.
Advertise with Us - Search Solutions - Senices & Tools - Job ess, & Help

Iake Google Your Homepage!

@2003 Google - Searching 3.083,324,662 web pages

Press enter or click on
Google Search to start
your search
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« Scan through your results and follow the links that are
of interest.

o Compare the results between this search and the one
you did using the default browser.

« You can go to the next page of results by clicking on
next, or the number 2 at the bottom of your results
page.

Additional Features

« Under the title of the search result you may have the
following notations:

o Cached: It is often faster to retrieve a cached
page. However, this may not be the most up-to-
date page;

o Similar Pages: Google will look for other web
pages that have a similar content;

o More results from: Will look for more pages from
the same site which contain the same keywords.

o View as HTML: Google will convert pdf files into
html format;

o Category: The category where the site has been
indexed in the Google Directory;

o Translate this page: This allows Google to
translate a page that is not in English.

« At the bottom of the search results page, next to the
search window, there is the option to “Search within
these results”. This allows you to use additional key
words to make your search more specific. When you
click on the link, you get a new search page.

« Note the following headings at the top of your Google
search results page: Advanced Search, Preferences,
Language Tools, Search Tips.

o Advanced Search: Provides for more specific
search queries. Unit 11 looks at some advanced
search techniques;

o Preferences: allows you to set the language of
your Google interface and to modify the way your
results are presented,;

o Language tools provides you with a translator.
(Unit 10 looks at translation on the web) You can
also choose to use a Google mirror site in a
specific country;

o Search Tips provides guidance on how to search
using Google. It is recommended that you review
these to become more familiar with Google.

« Note the tabs at the top of your results: Web, Images,
Groups, Directory, News. This allows you to limit the
search to a certain part of the Internet or types of
files.

« Use the Back function to return to the Google home
page. Note the Tabs at the top of the search window
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and the options on the right-hand side of the search
window.

« To get help on how to search Google, follow the link
“Take your search further. Take a Google Tour” found
under the search window.

3. To get familiar with another search engine, open a
new window and go to the Altavista Home page
www.altavista.com. Bookmark this site for future use.

« You will again find a search window near the top of
the page. Enter here keywords for the topic or
document you are looking for. Repeat the same
search you just did in Google and compare the
results.

-3 AltavVista - Microsoft Internet Explorer

JE\Ie Edit Mew Favorites Tools Help

AltaVista

J = Back v = - @ ﬁ | @Seamh [i]Feavorites @Hlalmy H%V . %

Enter your key words
here

SEARCH: % Worldwide (L5,

RESULTS IN:  { All languages ¢ English, Spa;

TOOLS: Translate Advanced Search Settings Maps Vellow Pages People Finder M

SEARCH CENTERS

Shopping

MARKETPLACE

Online Tax Filing

Poker
Real Estate
Internet Access

Travel Job Search
Life |

| Address [&1 hitp:www.atavista com/ P = @G [JORs 7
altavista: [Web Image MPIAudio feo Directory  News Altavista USA™

Press enter or click on
Find to start your search

Online Gambling

Personals & Dating Web Hosting & Domain Names Mortgages

T —
Civeight | Lose Weight, Start Today! BEEE| AltaVista MarketBrowser
Watchers | Jurnpstart your weight loss = || Track stocks from your desktop

€| with Weight\Watchers.ca ‘\mm Free Download.
MarketSrovizer

Advertising
BUSINESS SERVICES: Submit a Site Express Incusion Advertise Mare =>
Make AltaVista My Home Page
About Altavists Terms of Use He\p
® 2003 AltaVista Company. P
=l
‘@ ’7’7" Internet
Additional Features Note:

« Under the search window, note that you can limit your
search to the U.S.

« Note that the search will be limited to web pages in
either English or Spanish. Click on the dot next to “All
Languages” to find pages in any language.

« AltaVista has customised its search page for various
countries. You can get a list of these sites by

following the link “AltaVista USA” at the top right
corner.

« Next to the Search button, the text more “More
Presicion” is a link to the assisted search page. Unit
11 looks at some advanced search techniques.
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« Above the search button you have the following tabs:
Web, Image, MP3/Audio, Video, Directory News.
These tabs allow you to search for specific type of
files, look for news or browse the AltaVista directory.
AltaVista defaults to the Web search.

« To get help in using AltaVista click on “Help” found at
the bottom of the page.

Exercise

4. Return to Google and this time search the word
pesticide. Repeat the search with pesticides.
Compare your results.

Try this using AltaVista.
Google searches the term exactly as you have

entered it. AltaVista by contrast, looks for words that Tip:

start with your word stem. Your search will be more
effective if you take into
consideration the way the
search engine you are
using looks for information.
Most search engines have

a Help function that will give
Use Google and AltaVista to locate the IOMC more details.

5. The Inter-Organisation Programme for the Sound
Management of Chemicals (IOMC) was created to
enhance co-operation on efforts to enhance the
sound management of chemicals among various UN
organizations and the OECD.

website. Compare your results. Bookmark the IOMC
site for future reference.

6. Use Google and AltaVista to find information on a
topic of interest to you, for example:

Toxicity to fish of endosulfan / endosulphan
Health effects of the petrol additive MMT
Statistics on cancer caused by pesticides in East
Africa
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Meta-Search Engines

As we have mentioned earlier, there is not a single
search engine that is able to retrieve information from the
whole web. One way to broaden the search is to use a
meta-search engine — search engines that will retrieve
information using several search engines at once.

7. A useful place to find search engines is the Tool Kit
for the Expert Web Searcher from the Library and
Information Technology Association (LITA), a division
of the American Library Association. Search for LITA
or enter the URL:

http://www.lita.org/

From the drop-down window menu select the Tool Kit.
This will bring you to a page that lists various
recommended search engines.

You may want to bookmark this site for future use.

Follow the link to the meta-search engine page to get
an overview of a number of search engines.

Query Server

N Query Server - Netscape 6 = [=[x]
7 Ele Edit View Search Go Bookmarks Tasks Help
: Eik - FE%EM R:T?au S‘f}p ~ [& ntpmeww.queryserver.com/ ~] c2.8earch| F -

Home (sl Netscape O Search @) Shop | uf Bookmarks 4 NetzPhane |

PEELLSEAS — ;;,!v EueryServcr

Open Text: Query Server: Web Search

an

Web Search

Search For: Help!

Match: Search Engines:
Al of the above terms =] [ AliaVista
 AOL
Number of Resuls: 7 Direct Hit
¥ Excite (Webcrawler)
20 flom each engine =] [ FAST (Lycos)
[ HotBot
Result Clustering: o MN
Open Text By content = % Morthern Light »
H ¥ Sprinks >
~B cts Stop Searching: F Yahoo
After 15 seconds =
Tha Query Serars & pnwerﬂﬂ seluion sred by Open Tox st s crizains 1 iy access o Ui el and el
repositor ent syst and the Intemet. If you would like
e normation abou naw Vo0 tan vsa i ts:hnn\ngy in ynuvnwn ganization, pleass tontat e B3 Products Group or see the Product
Copyright ©2001 Open Tex! Corpralon. Alrighis reserved
[ & & .2 63 |Documen  Done (3,13 secs) | [~

Query Server is found at: http://www.queryserver.com/.

o Enter your search term in the search window;

« You can search the whole web, or limit your search to
a category: news, health, money or government
(select the appropriate category in the side bar);

« You can search using all terms (AND), any terms
(OR), or as a phrase;

« You can limit the number of records from each search
engine;

¢ You can customise the order in which your results are
listed;

¢ You can specify the search engines to use in your
search;
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« You can vary the length of time spent on the search;

o Click on “Search Syntax” to find out more.

N Vivisimo - Organized Search Results with Document Clustering - Netscape 6 (- [=]x]
7 Eile Ecit Miew Search Go Bookmarks Tasks Help
L I ey g = _ (I
Back ~ Forverd | Relosd  Gop [£ ptpipivisime o . -] casearen| %
7| 43 Home 1 Netscape €, Search () Shop | W Bookmarks 2 Net2Phane
HOME | ABOUT | PRODUCTS | FAQ | DEMOS | LINK | PRESS | JOBS | CONTACT | HELP =l
v | [Search the Wb =
Vivisimo
» Like Vivisimo? Have a search engine?
Put Vivisimo Clustering Engine™ on top.
New Features
Vhisimo festure
e el
The el » S o, s, e,
.
it verire. ™ new (Beta)
> v osten » @)
How. Desian ldeas of Mork
Link to Vivisimo - Advanced Search - Tell Us What You Think! - Help!
v |
2001 viisimo, e
[
\ Sk £k 2 N2 B \Reau CAHWINDOWSVAPPLICATION DATAMozills\Userss Oydefaultsy? mSver N ewCache!5567 EB0BD1 ‘_2@

Vivisimo is found at: http://www.vivisimo.com/.

« Enter your search terms in the window. You can also
limit your search to specific areas of the web or types
of documents, for example, patents, PubMed, or U.S.
government sites;

« Go to Advanced Search for greater flexibility and to
check Search Syntax to improve your search
strategy.

Ixquick
= NEIF

" Fle Edit View Search Go Bookmarks Iasks Help
. 4 %

L
Back T Fomwsrd ~ Roioad

-~ [ I s
[ tsfaomewiguick. cory Search - @

7 ) Home e Netscape O, Search * Shop ¢ Bookmarks ” Net?Phone

metasearch engine!

2[4 Document: Done (115 secs) D=

Ixquick is found at: http://www.ixquick.com/.

« Enter your terms in the search window;

« You can specify to limit your search to MP3 file, news
or pictures;

January 2003
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« Go to “Ixquick Backstage” to get help in defining your
search strategy.

8. Try some of these meta-search engines. Use the
following terms as examples:

arsenic
carbofuran

You can also repeat the search using some of the
questions you used in Exercise 6 above.
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UNIT 9 - Introduction to E-mail

The Internet has facilitated the spread of
electronic mail or e-mail. The main
advantage of e-mail is that it can reach the
recipient in a very short time and it is much
cheaper than using fax. Most programmes
now in use allow the attachment of files to
the message so that a wide range of
documents and other data can also be sent.

When a person sets up an account with an
Internet provider, one of the services offered
will be e-mail. Usually the provider will give
a software programme to install on the
computer that allows sending and receiving
e-mail. There are many e-mail programmes
available such as Eudora, Microsoft Outlook
and Netscape Mail.

If your computer is part of a local area
network (LAN), you may have an internal e-
mail service. This service also allows a
person to send messages to and receive
them from people outside the network.

Another popular way to send and receive e-
mail messages is to use a web-based e-mail

Setting up an account

1. Go to the Yahoo! home page.
(http://www.yahoo.com/)

service such as Hotmail or Yahoo! Mail.
Many search engines also offer a free web-
based e-mail. The advantage of this service
is that is allows a person to access e-mail
from any computer that is linked to the
Internet. This means that you can access
your e-mail account from an Internet Café,
or from someone else’s computer in another
city or country without needing to dial to a
specific provider.

In this Unit we look at a popular web-based
Internet service: Yahoo! Mail. Although not
identical, the various web-based e-mail
services offer very similar capabilities. Once
you are familiar with one you will be able to
set up an account on any other web-based
service that you find convenient.

Although the material was correct at the time
of writing, the Web is changing constantly.
The illustrations are a guide. What you will
actually see on your computer and the
features available may vary from the
descriptions and illustrations in the manual.

Yahoo! Mail

¢ On top of the page you will find an icon “Email’. Click

on this link.

¢ It will go to the Yahoo! Mail page. If you do not have
an account click on “Sign Up Now”. Yahoo offers
three levels of service. On the next page click on

“Sign Up Now!” for the Free Edition.
o A form will appear. Fill out the form:

(a) Choose a unique name as your Yahoo ID;
(b) Enter a password and then re-enter it in “Re-type

password” box;

(c) Click on the arrow in the Security question box

and select a question;

(d) Type your answer to the question — the
information here is used to verify your identity
should you need assistance with your account
such as when you forget your password;

(e) Enter your date of birth — this may also be used to
verify your identity;
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(f) Enter a valid e-mail address if you wish. Yahoo
will then use it to verify your identity if you forget
your password;

(g) Enter your name;

(h) From the drop down menu, select your preferred
language and country; if your country is not listed,
choose English — United States;

(i) If the country selected above is not your own,
leave the postal code box empty;

(i) Select male or female;

(k) From the lists that are given select the industry,
job title and specialisation that best describes you;

(I) Check the tick box “People Search Listing” if you
want your name to appear in the Yahoo! directory.
If you prefer to be unlisted (recommended) leave
the box empty;

(m) If you want to receive occasional e-mail from
Yahoo! or Harris Poll On-line leave the check
mark there, if not click on the box to delete it;

(n) If you are interested in getting e-mails from
advertisers in the categories given, click in the
appropriate box;

(o) Type in the word that appears in the shaded box;

(p) Once you have entered all the required
information, click on the “Submit This Form”

Tip:

If you let your name on the
directory, it will be possible
for people to find your e-
mail address, in a similar
fashion as people can find
your telephone number
when your name is listed in
a telephone directory.
However, this may result in
getting additional e-mail
advertising.

button.

¢ You will get to the page outlining the Yahoo! Mail
terms of service. Read through them and click on |
Accept.

¢ |f the name you have chosen for your account has
already been assigned, you will get a warning.
Yahoo! will offer a variation that you can select, or
you can try another name by typing it in the window.

¢ If you have made an error or omitted required data
you will be prompted to enter it again.

¢ Once you have successfully set up your account you
will get to your Yahoo! Mail main page.

Receiving E-mail

2. You are now in your Yahoo! Mail main page. The
header tells you the number of new or unread
messages that are found in your in-box.

e You can click on “Inbox” to go to your messages.
e The new messages in your In Box will appear in Bold.

e The message header includes the name of the
sender, the date the message was sent, the size of
the message and an indication if the message
contains an attachment, and the subject of the
message.
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The Yahoo! Mail In-box
N Yahoo! Mail - Netscape 6 =15l . . .
[ Ele Edt vew seafi Go Bodkmats Tooe b Click in this box to
E?Ek - Fn%am Rgﬁﬂ Siip ~ [& Htpd/uk 211 mailyshao corymlogin?.rand=431d0jmu78na frst-1 <] c2 Search| F‘)ﬁn‘t - select items to delete
| 4 Home [l Netscape € [Search @ Shop | wf Bookmarks 4 NetzPhons | or move to a folder.
Inbx for sadc38@yahoo.co.uk Yahoo! - My Yahoo!  Options - Sign Out - Help
&g MAIL l B Ml (2] Addresses 9 catendar ) Notepad
i Click on the delet
il = dreaming of a home? ICk on the aelete
Compose " Click Here to visit the "YaEoOO! Loan Centre button to delete
Click here for the Yahoo.co.uk loan centre o 1 i Selected ItemS.
|- Chaose Folder -_~[| Move |
Sencar [H Dste Size  Subiect ‘J\ Move a selected item
I~ Yahoo! Sun 25/11 413h Yahoo!
Check All - Cl

to a folder by first
[t Swe] | choosing a folder then
clicking on “Move”.

Delete | checked mail

Check Other Mail | Empty Tras

Fsivacy Folicy- Temms of Service
Coppright © 19942001 Tahoo! Inc. All rights resern

The message in bold
is a new message you
have not read.

| #6 %2]2 2 £2 | Document Done (554 secs)
s@star{ | ®]Documents - Mic. [l vanoo Mail—__ [ie!
You can follow these links to:
Check your mail,
Go directly to write a message This is the name of the
Manage your folders sender.
Go to your address book
Search your account for
certain messages
Set options for your account
Go to a “FAQ” page for help
Sign out of your account

Click on the subject to
open your message.

Here are other features to take note of:

¢ The little tick box on the left of the message line
allows you to select one or more messages. Once
you have done this, you can either delete all the
checked messages or move them to a different folder.
This helps you manage your mailbox.

o To delete a selected message, click on the delete
button.

¢ To move to a folder, select a folder (click on the arrow
next to the window and highlight a name of a folder)
and then click on move.

¢ If you want to move your mail to a new folder, create
a folder first. Click on Folders on the side bar and
choose the new folder option.
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The message

To read a message, click on its subject.

The message is in three parts: The header portion
will provide the dates, the address of the sender, the
subject, the address of the people to which the
message was sent or copied;

This is followed by the text of the message and then
the attachments, if any.

To reply to the sender click on the “Reply” button;

To reply to the sender and all others who also
received this message click on the “Reply All’
message;

You can also send this message to another person by
using the Forward button: First indicate if you want
the message attached to your message or inserted in
your text by choosing the appropriate option in the
window, then click on “Forward’.

If you have received an attachment, click on
“‘download” to retrieve it.

You can add the address of the sender to your
address book to save it for future use by clicking on
“Add to address book” next to the sender’s address.

You can move your message to another folder by
selecting the folder then clicking “Move”.

If you do not want to keep this message, click on
“Delete”.

If you have accidentally deleted a message you can
retrieve it from the Trash folder. Click on folders, then
on Trash. Select the message and move it into the
in-box or other desired folder. The Trash folder is
emptied periodically. Once emptied, you can no
longer undelete your messages.

Sending a New Message
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Exercise: Send e-mail to your course facilitator and
colleagues in the class.

Click on compose on the side bar to get to the
Compose Form shown above;

In the “To:” window, enter the e-mail address of the
person to whom you are sending this message. You
can send it to more than one person at a time by
separating each address with a comma followed by a
space;

Enter the subject of your message;

You can send copies of this message to other
recipients by entering their e-mail address in the

“Cc.” window. Use this to inform as you would in
regular correspondence. You also have the option of
sending blind copies by using the “Bce:” window. You
can also enter multiple addresses by separating each
address by a comma and a space;

Click in the box next to “Save copy to sent folder” if
you want to keep a copy of the message after it is
sent — this will take up some of your space allocation,
leaving less space for your incoming messages;

Type your message in the large message window;

At the bottom of the message window you have
several options:

If you have created a signature, you can append it to
your message (see below to learn how to create a
signature);

You can send your message as “plain text” or in html
format. Use text unless you know the person
receiving the message can read messages in html
format. If you choose to send as html, you can
preview the appearance of your message;

You can also send attachments to your message —
“Click on add/delete attachments” to do this (more
details are given below);

There are four buttons at the top and bottom of the
message window:

- Click on “Send” once you are ready to send the
message. Warning: Once you have sent the
message, you will not be able to take it back. If you
have not clicked on “Save copy in Sent folder” you
will not have a copy of your message;

- If you have not finished your message, you can
click on “save draft’ and finish it later;

- Before you send your message you can check your
spelling by using the “Spell Check” function;

- If you decide not to send this message you can
cancel it.
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¢ After you send a message you will get a page TIP:
confirming that your message has been sent. To énsure security of your
e [f for any reason Yahoo! cannot send your message account, it is recommended
you will get an error message. Usually this is due to a that you log out or sign out
mistake in the address. Correct the error and resend when you have finished
your message. your session.

¢ You can now sign out by clicking on “sign out” found
on the side bar or the top of the Yahoo! Mail page.

TIP: How can | tell if the message has been received?

There is no way to confirm if your message has been received. This is why as a
courtesy you send a reply to indicate receipt.

If the address you typed is incorrect, you will receive a warning message in your In-box.
This may take a few hours. This message will likely say there is a fatal error and indicate
“User unknown” as the reason. If this happens, check for misspellings in your address
and make sure you have used the correct address. One of the best ways to eliminate
errors is to use the reply function when you reply to a message, or to use the addresses
saved in your address book.

If Yahoo! has difficulties sending your message because there is a problem with the
network, you will receive a non-fatal error message. This message will indicate that the
server has tried to send the message for several hours and was not successful. It will
also say that it will keep trying for up to five days. If after this time the message still has
not been sent, you will receive a second message saying that it has given up. The most
common reason for receiving this type of message is when a computer is down or taken
off-line for maintenance.

Signing In
4. Now that you have signed out, you can practice
signing in.
e Return to the Yahoo! Main page and click on “Email”.

On the next page, type in your account name and
password.

e TIP: If you are on a shared computer, choose the
secure option, which provides greater security for
your account

e TIP: Only choose the option “Remember my ID on
this computer” if you are not concerned about others
having access to your e-mail account.

e Click on “Sign In”.

Reply to a Message

5. To reply to a message go to your message folder and
open the message you want to reply to.

¢ Click on either “Reply” to reply to the sender of the
message only, or Reply All’ to reply to the sender and
other persons who were copied on it.
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The To: field will already include the addresses. You
can include additional addresses in the To:, Cc or
Bcc: fields;

The subject will already be in the subject field. Keep
this subject or type over it as appropriate;

The original message will be copied in the message
box. You can type above it, comment at intervals
within it, or delete all or part of it as you require;

All other functions are the same as when you
compose a hew message (see above).

6. When you receive mail with an attachment, you will

see a paper clip icon next to the message size
indicator;

Click on “Download Attachments” at the top right
hand side of the message to download the
attachment;

You can download the message or the attachment.

You are given the option to check the attachment for
a virus. Always scan the file for viruses before you
download an attachment;

If no viruses are found or a virus has been removed
you can then continue with the download;

If the file is infected and the virus has not been
removed, go back to the message;

As a courtesy, reply to the sender and advise that the
attachment contained a virus. Then delete the email
and attachment.

Attachments are shown in a box at the end of the
message. You can also download the attachment
from here. First check the file for viruses. Then click
on the “Download Attachment’ option;

In the dialogue box, you may be given the choice to
open the file or to save it to disk; click on “Save this
file to disk” to view it later when you are no longer
connected to the Internet; then click on OK;

Select the folder in which to save the file;
You can choose to rename the file;

Then click on “Save”;

Close the dialogue box and return to Yahoo!

Click on “Back to message” to get back to the
message.

Once you have downloaded the file you can exit
Yahoo! Mail, and open the file using the appropriate
application (e.g. word processor, spreadsheet, etc.).

January 2003

Receiving Attachments

Note:

Since new viruses are created
every day, a virus scan is not
100% effective. If the
attachment has a strange
name, is unexpected, comes
from an unknown source,
contains two extensions (for
example .doc.exe), do not
download it. See the Annex
for more discussion on
computer viruses.

Note:

Your browser may be set up
to automatically open the file
using the appropriate
application. If this is the case,
and you want to keep this file
for later use, use the “Save
as” function to save a copy to
disk.
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Sending Attachments

7. As mentioned above, in addition to your message you

can send documents via e-mail:

In the “Compose Form” (see above) click on
“Add/Delete Attachments”;

You will get a pop-up window.

N Yahoo! Mail - Netscape 6 (=[]

| Fie Edit View Seach Go Bookmarks Tasks Help

Ei»k . Fn%ﬁm p:%w q,ﬁn ~ [& htp7uk 211 mailyshoo. comfymflogin? rand=43100tmu7Bné. fist-1 ~] 2 Search | ;‘m -

MBA YT |~ Yahoo! Mail - Netscape 6 =[x |

Attachments Help |

| Step 1: Click Browse and select a file.
o not see 2 "B

towse' button, your browser doss not support
ents

(BCusets, select "All Files" for Files of Type )

tep 2: Click Attach File. _Attach File

‘oumay ttach a mesimum of theee fies. The totel conbined attachments may
ot exceed |5 megabytes

ut
Attached files Size

B

SendaCuelll  p, fles attached

Repeat steps | and 2to attach mose files

Step 3: Click Done when you are finished.

Done

sivacy Policy- ofService
Coppright © 1994-2001 Tahoo! Inc. ATl rights reserved.

Add/Delete Attachments

|
| |~@=work offine| e

=1
gRstart]|| B)Documents - Mic. | [SYahoo! Mail- Ne... [ Yahoo! Mail - _ @ [DZLRIPR oo
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The easiest way to attach a file is to use the “browse”
function:

Click on “Browse”,

Use the dialogue box to locate the file you want to
attach — you can go directly to “My Documents” if your
file is there;

Once you have selected your file click on “Open” and
you will return to the pop-up window;

Click on “Attach File” to attach your file — it may take a
while for the file to get attached;

Once your file is attached, the name of the file will
appear bellow the attach button;

You can repeat “Browse” and “Aftach” to add more
files, up to a maximum of 1.3 megabytes. If you
attach a wrong file, click on the icon on the right side
of the file name to delete the attachment. Once all
your files are attached, click on “Done” to return to
your message form.

You can attach or delete attachments at any time
before you send your message by clicking on
“Add/Delete Attachments” in the “Compose Form’.

Exercise: Reply to a message sent by a colleague in
the class and attach a document.
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As we have seen above one way to add addresses to the
address book is to use the “Add to Address Book™
function in open message.

9. Exercise: Save the address of class participants
¢ Open a message you have received.
e Click on “Add to Address Book”.

e On the screen you will find a table with the following
headings: Email Address, First Name, Last Name,
Nickname.

e Check the boxes next the e-mail address to add an
address to your address book. Include the name of
the person in the appropriate window. You can also
choose a nickname. If you do, you can just type the

nickname in the address window of the compose form

to send a message to that person.

¢ You also have the option of adding the person to a
list. Alistis a group of addresses. If you commonly
send messages to a group of persons, such as
members of a committee, you can create a list (see
the section “Creating Lists or Groups” below). Then
you can type the list name in the address window
send a message to the whole group without the need
of typing each address individually.

e To add an address to a list, click on the button next to
“Add as a list”;

o Create a new list or select an existing list;

¢ You can also “Add more detail’ to the record of each
person — click on the button to get a form where you
can fill out information such as mailing address,
telephone numbers, and etc. for the person;

¢ Once you have selected all the addresses to add,
click on “Add Checked”;

It is also possible to go directly to the address book.
o Click on “Addresses” to get to the address book.

e Add an address by clicking on the “New Contact”
button. This will provide you an input form as in “Add
More Details”.

e Provide at least a name and an e-mail address before

you save the form.

You can use your address book to select the names of
people you want to send your message:

o Click on “Compose” to start a new message. Above
the address window click on the underlined text:
“Address Book”. This will open a new window.
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Address Book

Using the Address Book
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¢ In this window click in the box under To:, Cc: or Bcc:
next to the name of the person, to place the address
in the appropriate field of the Compose form;

¢ Click on done to return to the Compose form.

¢ Tip: You can search your address book to find a
name.

e Tip: You can move down the address book by
selecting the first letter of the last name.

Creating Lists or Groups

There are two types of contacts: individual or groups. If
you will regularly send messages to the same group of
people you can create an e-mail group or list. This allows
you to then send messages to the group without entering
the addresses individually every time.

¢ To create a list you first need to have each member of

the group listed in your address book;
e Open the address book and click on “New List”;
¢ Type a unique name for your group;
¢ Click on a name in the left-hand window to select it;

¢ Click on “Add” to add it to the group in the right
window and repeat the steps for additional names;

e Save the group once finished.

e To remove a name from the list, select the name in
the list in the right window, and then click on
“Remove”.

8. Exercise: Click on “Compose” and use your saved
addresses to send a message.

Creating Folders
9. Folders are a useful way to organize your mailbox:

e To create a folder, click on “Folders” to go to the
folder page;

¢ Type a folder name and click on “Create Folder".

Modifying your Mail Options

To modify and customise your mailbox, click on “Mail
Options” at the to right margin. There are 3 sets of
options: You can customise the way Yahoo! Mail
functions, you can manage your account and you can
select additional services.

¢ General Preferences: To customise your In-box and
modify your out-going name and address;
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Tip:

You can modify your
Options to set up rules to
automatically sort incoming
mail to specific folders.

Tip:

To ensure greater security
in your account it is
recommended that you
change your password
periodically (every one or
two months).
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Signature: To create or modify a signature file (see
details below)

Vacation Response: Have Yahoo! Mail send an
automatic response to advise your correspondents
that you are not reading mail for a period of time and
provide an alternate way to contact you if you desire;

Mail Accounts: Set up Yahoo! Mail to send or retrieve
messages from another e-mail account — this is useful
when you are travelling (more detail below).

Block Addresses: To reject messages sent from a
specific address;

Filters: To automatically sort your incoming
messages;

To change your password or to modify your other
account preferences click on “Account Information” on
the left-hand side.

Creating a Signature

A signature is standard text that you add to the end of
your message. It typically includes your name, affiliation,
address, phone number, fax, web address and any other
useful information that you regularly add to the end of
your message. To create or modify a signature:

11.

On the Options page click on “Signature”;

In the text window, enter the text as you want it to
appear (maximum 7 lines);

Indicate if this is to be in plain text (preferred) or html
format and if you want the signature to be added as a
default option (refer to the compose form);

Click on “Save” once done;

You can now use the “Use signature” option when
you compose a message.
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Reading Mail from Another Account

POP stands for Post Office Protocol. Not all e-mail
servers use this protocol, but if you have a personal
account from a local service provider (IPS) you probably
have a POP account. You can therefore use Yahoo! Mail
to retrieve your messages from any computer that has an
Internet connection. As you do not need to dial your
service provider, this can be especially useful when you
are travelling and want to check your e-mail.

You will need the details of your POP account and server
before you can successfully use this option.

12. On the Options page (see above) click on “Mail
Accounts”;

¢ Click on “Add” and select a name for your account
(e.g. home, work) and click on continue;

¢ Enter the details of your POP account: Name of mail
account server, your account name, and your
password;

¢ Select the colour indicator that will identify the source
of the e-mail and click on Setup Mail Server;

¢ You will now have the option to check other mail on
the left-hand bar of Yahoo! Mail page; Click on the
server name to retrieve mail from that account;

¢ You can edit your account options by clicking on edit
next to “Check Other Mail”. For example you can opt
to have Yahoo delete the e-mails it has retrieved
rather than keep them on the server, or to have
Yahoo! send the mail to a specific folder.
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Unit 10 — Translation Tools on the Web

English “Dominance” of the Internet

English-language pages on the web far
outnumber those of any other language.
Statistics vary, but the estimates suggest
that around three quarters of the pages on
the World Wide Web are in English. Yet
only 5.4 per cent - little more than 1 in 20 - of
the world's population have English as their
mother tongue. At present about 35 percent
of people who use the Internet have English
as their main language. The pre-eminence
of the U.S. presence will certainly change
rapidly as Internet access increases in other
very populated parts of the world.

But the future of English language
dominance of the Internet is open to debate.
Some see English as the official Net
language that will facilitate international
exchange. Others see its dominance
decline sharply as international Internet
access grows and more companies and
institutions around the world put their
information online and start to conduct e-
business in the language of their users.

Online Language Populations
Total: 619 Million

(Sept. 2002)

Dutch 2.0%

Russiah 2.9% English

36.59%

Foduguese
3.0%

French 3.9%

Italian 3.8%

Korean
4.5%

German
6.7 %

Spanish
7.2%

Chinese
10.9%

Japanese
9.7%

Source: Global Reach
www.global-reach.biz/globstats/

Translation Using AltaVista

Although the material was correct at the time of writing,
the Web is changing constantly. The illustrations are a
guide. What you will actually see on your computer and
the features available may vary from the descriptions and
illustrations in the manual.

There are several translation engines on the web. Babel
Fish is one that can be found on the AltaVista site.
_[=]x]

] 2 Search | ;—;‘m -

e

[N AltaVista - World / Translate - Netscape 6

| Fle Edit View Search Go Bookmarks Tasks Help

Reload Son £
7| 73 Home (18 Netscape €y Search @) Shop |« Bookmarks # NetzPhone

EMaltavista

Back  Fomward

Shopping for a Collectorholic?

Home > Tools > Translate

Translate with Babel Fish: (7]
% Text Enter upto 150 words for translation

© Web page Enter the VWeb address of the page you wish to translate:
[peee:ss

Translate from ) ENdlish to Spanish ¥ Translate

D) Tip: You can now follow links on translated web pages. Help

Translation tools from SYSTRAN

Translate your documents within seconds with SYSTRAN Personal.

Help customers translate your business' Web site with SYSTRANLinks Silver.

i %% /2 3 | Document Done (566 secs) [
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1. Use your bookmark to go to the AltaVista homepage
then click on “Translate” found under “Tools” on the
side bar. The URL for the translation engine is
http://world.altavista.com/.

¢ You may want to bookmark this site for future use;

e Babel Fish translates using the Systran engine; the
homepage for Systran is http://www.systransoft.com/

e To translate you can enter the text in the large
window or enter the URL of the web page you want
translated in the space provided;

¢ Select the language pair to use (click on the arrow to
get a list of language pairs, and move your cursor to
highlight the option you need);

e Then click on “Translate”;

¢ In a short while the translated text or page will
appear. There is a limit to the amount of text that can
be translated.

2. Exercise: Enter a sentence in the translation window
and translate it from English to French.

Then translate it back from French to English.
How does it compare with the original?

Translating web pages

One feature found on AltaVista is the capability to
translate a web page from the search results.

3. Return to the AltaVista home page, and do a simple
search (e.g. toxic chemicals).

UNEP Chemicals - Home Page

... the world a safer place from toxic chemicals. We do this by helping governments ... (IRB)
Persistent Organic Pollutants (POPs) Persistent Toxic Substances (PTS) Pollutant Release &
Transfer Registers ...

irptc.unep.ch/ » Related paqe(- ranslate >
ch

More pages from irptc.unep.

e Look at the search results. Next to the URL you will
see Translate. Click on translate to translate the

page.
o AltaVista will enter the URL for you in the translation

window. Select your language pair and click on
Translate.

e The translated page will appear in a window.

e You can view the original page by clicking on the link
“View Original Language” found just above the
translated text. A separate window will open with the
original page.

54


http://world.altavista.com/
http://www.systransoft.com/

Chemical Information on the Internet — Participant’s Guide
January 2003

¢ If you follow a link, the linked page will also be
translated.

¢ Note however, that the translation utility can only
translate html pages. If the link is to a document such
as a pdf file, it will not be translated. Any graphical
text (e.g. buttons) will not be translated.

Translation using Google

As with AltaVista, Google provides a translation tool
and an option to translate pages when the search
results are in a different language.

4. Go to Google at http://www.google.com/;

¢ Next to the search window you will see a link to
“Language Tools”;

e Click on the link;

¢ The translation utility is here. It can be used in the
same way as the translation tool in AltaVista.

" Fle Edit View Go Bookmarks Tools Window Help
I a B - - I - )
Back © Fomed | Relbad  Ciop [& o B iiaei I8 =] Go| z Search| Print
]
. . Aot Googe ||
OL)S e Language Tools

Search Specific Languages or Countries

Search pages written in: | 8nylanguage )

Seatch pages located in: | &Ny country =
Search for | Google Search

Tip: I you typically search anly pages in a specific language or languages, you can save this as your default search behavior on the Preferences page.

Translate

Translate text:

frore| Germanto English  ~] _ Translate

Translate a web page
s

frore| Germanto English 3] _ Translate

=l
S &b A ~Z 3 | Documen t Done (14.06 secs) |Fore

Exercise

5. Compare the results from the AltaVista and Google
translation utility:

¢ Enter the URL http://world.altavista.com/ to translate
the Babel Fish home page in Google.

¢ Open a new window (Go to the File menu, select New
Navigator Window or use the shortcut Crt+N). Go to
the AltaVista translation page and translate the URL
http://world.altavista.com/ again.

¢ Note the limitations of the translation. For example,
the word “Tip”: is translated as “extremité” by
AltaVista, and “bout” by Google, even though in this
context, “conseil” would be a more accurate
translation.
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French text of the FAO
Decision Guidance

Document for Methyl
Parathion
D’aprés les conclusions de

OMS, le méthyparathion ne
risque pas de constituer un
danger en cas d’exposition
professionnelle, a condition
d’observer de bonnes pratiques
de travail, des mesures
d’hygillne et des précautions
de sécurité. Il incombera aux
autorités nationales désignées
qui évaluent les conditions
d'utilisation du méthyparathion
dans un pays donné de
déterminer si la mise en place
des précautions nécessaires
peut étre garantie dans le pays
en question, dans le cadre de
I'évaluation des risques posés
par l'utilisation des différentes

formulations de
méthyparathion, faisant I'objet
du présent document

d’orientation des  décisions
(PISSC, 1986; OMS, 1993).

Exercise:

Comparison of Translations

Translation by Systran
(http://www.systransoft.com/)

According to the conclusions of
WHO, the méthyparathion is
not to constitute a professional
danger in the event of
exhibition, on the condition of
observing good practices of
work, measures of hygiene and
precautions of safety. It will fall
to the designated national
authorities which evaluate the
conditions of use of the
méthyparathion in a country
given to determine if the setting
up of the precautions
necessary be able be
guaranteed in the country in
question, within the framework
of the evaluation of the risks
placed by the use of the
various formulations of
méthyparathion, being the
subject of this document of
orientation of the decisions
(PISSC, 1986; WHO, 1993).

6. Goal: Translate text into another language.

Task: Go to text in English and translate it into French

using a search engine:

¢ Go to a page on the web, for example go back to your
previous AltaVista search result (Use the back key);

e Choose a result and go to the linked page;

¢ Use your mouse to select the first paragraph of text;

o Copy the text (Go to the Edit menu and select Copy

or use the shortcut Crtl+C);

¢ Open a new navigator window (shortcut Crtl+N);

e Use your bookmark to return to AltaVista Babel Fish;

¢ Click into the text window and paste the recently
copied text (Go to the Edit menu and select Paste);

e Select the translation pair to be used (e.g. English -
French) and click on Translate.
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Official English text of the
FAO Decision Guidance
Document for Methyl
Parathion

WHO recommends that for the
health and welfare of workers
and the general population, the
handling and application of
methyl parathion should be
entrusted only to competently
supervised and well-trained
applicators, who must follow
adequate safety measures and
use the chemical according to
good application practices.
Regularly exposed workers
should receive appropriate
monitoring and health
evaluation. (IPCS 1986, IPCS
1993)
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Exercise:

7. Goal: Using a translation feature to read articles in
another language.

Task: Use a search engine to translate a French article
into English:

e |Leave the translation window and return to the
previous browser window;

e Go to AltaVista (Use your bookmark);

e Type in pesticide in the search window, select
French as your language, then click on “Search”;

e Choose a title and follow the link;
e Select the text you want translated and copy it;

e Go to the browser window where you have the
translation utility and paste the selected text;

e Choose the language pair (e.g. French to English)
and click on “Translate”.

You can repeat this exercise using Spanish:

e |eave the translation window and return to the
previous browser window;

o Go to AltaVista (Use your bookmark);

o Type in pesticidas in the search window, select
Spanish as your language then click on “Search”;

e Choose a title and follow the link;
e Select the text you want translated and copy it;

e Go to the browser window where you have the
translation utility and paste the selected text;

e Choose the language pair (e.g. Spanish to English)
and click on “Translate”.

Exercise:
8. Goal: Translate a Web page into another language.

Task: Enter the URL of a page in another language and
translate it into English.

¢ Go to the translation engine and translate the
following links

e http://www.lebulletin.com/herbicides/infoquide.cfm
(French)

e http://www.aeet.org/ecosistemas/portada.htm
(Spanish)

e Choose the language pair and then click on translate.
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Exercise:
9. Goal: Appreciate the usefulness and limitations of

automated translation

Task: Discuss the usefulness of translation utilities and

their potential drawbacks.

Automated translations can help us understand a website
that is in a foreign language, but as we have seen, the
translations provided are not exact. Care should always
be taken when interpreting such texts. If one already has
some knowledge of the language in question, translation
engines can help us through more difficult sections or

words.

Translating a Document in PDF Format

If you have found the pdf document using
Google, you may see the link “View as
HTML” next to the file format. Follow this
link and then click in the Address Window to
highlight the full URL. Copy the URL
(Ctrl+C) and then go to the translator. Click
in the “Translate a web page” window,
remove the http:// and paste the URL
(Ctrl+V). Select your language pair and click
on Translate.

It might still be possible to translate text in a
pdf file if that file is not copy protected.

Save the file to disk. Then open it using
Acrobat Reader. Select the text select
function. Highlight the text and go to the
Edit menu. If Copy is highlighted, that
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means you can copy the text. You can then
copy and paste this text into the translation
window of the translation utility. (Copying
text in this fashion results in a paragraph
break at the end of each line, you may get a
more accurate translation if you remove
these breaks)

At times you will not be able to copy part of a
page, but you can Copy All. Select Copy All.
Since the translation engine cannot translate
a whole page at a time, you will need to
paste it into a word processor, remove the
unwanted paragraph marks and then copy a
small amount of text as limited by the utility.
Paste this text in the window of the
translation tool. Tedious, but it works.
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Unit 11 — Advanced Search

An efficient search for information on the
Internet depends on a good search
strategy. We have seen how the simple
use of keywords can result in a large
number of irrelevant hits. There are
several ways in which a search strategy
can be refined.

Most search engines use a variation of
Boolean operators. These are
mathematical expressions that are used to
indicate the relationship between the
keywords:

¢ AND - is used to indicate that both
words must appear in the document

¢ OR -is used to indicate that one or
the other term can appear in the
document

¢ NOT —is used to exclude the
documents that have include this term
(sometimes written as AND NOT)

o ADJACENT - is used to indicate that
the words must be next to each other

¢ NEAR - is used to indicate that the
words must be near each other,
usually in the same sentence or
paragraph

Instead of words, sometimes the
mathematical symbols + - * are used for
the Boolean operator.

Synonyms

An important consideration in designing
your search strategy is to consider related
terms or synonyms. Use the OR operator
to retrieve synonyms.

Wild Characters

One thing to be aware of as well is the
difference between American and British
spelling. Search engines will only look for
the word you request. You can enter both
forms as synonyms or in some search
engines you can include a dummy or wild
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character to indicate the absence or
presence of a character — e.g.
organi*ation (which will retrieve both
organisation and organization). The wild
character will differ among search
engines, so check the instructions.

Truncation

We have already mentioned the use of
word stems to allow the searching
different endings for a word, such as
plurals or verb forms. This is referred to
as truncation. In some search engines, a
wild character needs to be added at the
end of the stem to indicate that you have
truncated the term — e.g. organi?. Search
engines use different truncation
characters and may have several
characters. For example, # will be used to
indicate that one character only is
truncated, and ? when one or more
character can follow the stem. Always
check the search engine Help function for
details.

Phrase

Many search engines allow you to search
for an exact phrase in the document. This
is often useful when you are looking for a
specific concept or document. A phrase is
often surrounded by “quotation marks”.

Building a Search Strategy
With these concepts in mind you can start
developing your search strategy.

1) Start with your research question

2) Break your question up into its
concepts

3) List out words that describe each
concept

4) Write out your strategy grouping
the terms for each concept

Unit 10 -
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Example: Statistics on cancer caused by pesticides in East Africa
In this example there are four key concepts:
Statistics  Cancer Pesticides East Africa

For each of these concepts we can think of other words that could be used in a document
that could be relevant.

For example, incidence of cancer is a related concept to statistics on cancer, so incidence
is a potential synonym for statistics

In the case of cancer, we may be interested in specific cancers such as leukaemia, or non-
Hodgkin’s lymphoma. We could consider carcinogen as a related word.

Instead of the term pesticide, the document could refer to insecticides, herbicides or
fungicides. Possibly a document will refer only to a specific pesticide or class of pesticide
(e.g. organochlorine, organophosphate).

In this case, studies that look at cancer among pesticide sprayers, agricultural workers or
farmers are likely to be of interest, therefore these terms can be used as synonyms to
pesticides.

East Africa is made up of several countries so a document on Kenya or Uganda would be
relevant, therefore it may be necessary to search for the specific country name as well as
the region.

Grouping our terms we then have:

(statistic? OR incidence OR case)

AND

(cancer OR carcinogen?)

AND

(pesticide? OR insecticide? OR herbicide? OR fungicide? OR farm? OR agricultur?)
AND

(“East Africa” OR Kenya OR Uganda OR Tanzania OR Zanzibar)

Note the use of the parentheses. These are important as they indicate the order in which
the search engine must apply the operator. As well, it is often necessary to type the
Boolean operators in capital letters to distinguish them from words.

Once you have thought through your concepts and terms, you are ready to start your
search.

Although you have created an elaborate search, it is best to start with the main concepts
first and then narrow your search if necessary. Using too many concepts can easily return
no results or slow down your response unnecessarily. If you have thought through your
query first it will help you modify your search strategy if you are not successful at first.

In this case we could start with: cancer AND (pesticide? OR agricultur?) AND “East Africa”

TIP: Not all search engines use the same conventions or offer complex Boolean
searching. Always check for a HELP function to learn how a specific search engine
operates.

Note: If you have too many search terms, it may overwhelm the search engine. Repeat
the search using fewer terms.
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TIP:
What to do if the query retrieves no results?

1) Check the conventions used in your search engine and make sure
you have structured your statement properly

2) Try to use synonyms (the Boolean OR)

3) Try to truncate your terms

4) Try to reduce the number of terms in your query

5) Try another search engine

What to do if the query provides too many or irrelevant results?

1) Make your search more specific by combining more concepts (the
Boolean AND) or exclude terms (the Boolean NOT)

2) Use different terms that are more specific to your field

3) If you have used truncated terms, use complete words

4) Try another search engine

Refining Your Search

1. In Unit 7, we saw that Google offers, the option
“Search within these Results”. This allows you to use
additional terms to refine your query. This is
equivalent to a Boolean AND function.

In both AltaVista and Google, there are additional Tip:

ways to make your search more accurate. E:g;ggg%ig?sengllapr:;";i:e‘?ra
xplai [
e To search a phrase, use around the terms, | query language. Always

e.g. “toxic chemicals™. This will force the two | check this page to make sure
words to appear together. that you are entering your
e To ensure that the term occurs in the record | terms properly.

“ o

use the + in front or the word, e.g. +"toxic
chemical” +cancer to ensure that both terms are
included.

e To exclude a word you can use -, e.g. “chemical
-pesticide” will exclude sites that refer to
pesticides. Care must be take when using the
NOT (-) operator, as it can exclude sites that are
relevant because they address both subjects

Advanced Search

Although the material was correct at the time of writing,
the Web is changing constantly. The illustrations are a
guide. What you will actually see on your computer and
the features available may vary from the descriptions and
illustrations in the manual.

2. Many search engines will offer an option for advanced
search. This can help improve your search results.
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Go to the AltaVista home page and click on Advanced
Search found below the search Window. Open a new
window (Ctrl+N) and go to the Google home page
and click on advanced search found next to the
search window.

M) Advanced Web Search - Netscape

@ hitp:f e altavista compwebfach |— ’_ 2

altavista*

FIND

& by timeframe; | Anytime =]

; Google Advanced Sear: soft Internet Explorer provided by Kinko's, Inc.

JF\IE Edit  ¥iew Favorites Tools Help ‘

| &bk - = - @ [ & | @search | S D

| address [&] heepfwwmn.google.comjadvanced_searchhi=en =] @ “Links
.

Advanced Search Tips | All About Google

Google Advanced Search

with all of the waords | |‘|D results =]

with the exact phrase l—

with at least one of the words l—

without the words l—

Language Return pages written in W

File Format Im return results of the file format |anyf0rmat ﬂ

Date Return web pages updated in the m

Occurrences Return results where my terms accur lm

Domains Im return results fram the site or domain l— o

e.q. google com, .org More info

Find results

SafeSearch © No filtering € Filter using SafeSearch
MNews Search (BETA)
News Find news stories frarm the past week SISETE
To browse news, see the Ovendew of Today's Headiines
Page-Specific Search <
|&] pone l_l_l. Inkernet
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AltaVista Google
all of these words with all of the words Boolean AND
this exact phrase with the exact phrase Phrase
any of these words with at least one of the words | Boolean OR
and none of these words without the words Boolean NOT

Free-form Boolean query -

Allows you to structure a
complex Boolean expression
as shown in the example
above.

AltaVista has two levels of more advanced search. If you
use the “More precision” option from the basic search
page, you will get the “Build a query with...” interface.
This interface is similar to the Google advanced search
option. In addition the query builder, AltaVista allows you
to create your own complex Boolean query as described
in the section above.

You use the query builder in AltaVista or the Google
Advanced search option in this way:

¢ You enter the search terms in the appropriate
boxes.

e You can also limit your search to:
a specific language
a file type (e.g. html or pdf)
to pages updated since a certain date
to a certain domain name or site

e The search engine will try and match all
conditions specified at the same time (Boolean
AND)

¢ In Google you can specify where in the page the
term must occur (e.g. title). This function is only
available using the free-form Boolean query in
AltaVista.

Special Types of Files

« Most search engines allow you to limit your search to
specific file types such as graphics or audio files. As
noted on page 36 and 37, use the tables to limit the
search to certain parts of the Web or media.
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Find 3 references to the LDsq for atrazine. (Hint: Use
the terms “acute toxicity” or LD50). Compare your
results using AltaVista and Google.

Use AltaVista and Google advanced search features
to find information on statistics on cancer caused by
pesticides in East Africa. Compare your results.

Look for information on another topic of interest.

Exercise
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Unit 12 — Introduction to Major Organisations

As we have noted earlier search engines
only retrieve materials from a portion of the
web. Often, information is found deep within
the website of an organisation that is never
found by search engines. One way to find

States Environmental Protection Agency. In
this session we take time to explore these
sites in greater depth. Given that
organisations update their sites regularly,
changes to the sites may have occurred

since this manual was written. If this is the
case, you can still browse through the pages
of the new site to become familiar with the
new structure.

this information efficiently is to search an
organisation’s  website. In Unit 7,
“Introduction to Searching” we explored the
site of UNEP Chemicals. We also searched
for 1OMC the Inter-Organisation
Programme for the Sound Management of
Chemicals. This site serves as a useful link
to activities and resources on information on
chemicals and their management from the
IOMC participating organisations. Another
important source of information is the United

Although the material was correct at the time
of writing, the Web is changing constantly.
The illustrations are a guide. What you will
actually see on your computer and the
features available may vary from the
descriptions and illustrations in the manual.

IOMC

1. The IOMC main page is found at:
http://www.who.int/iomc/.

Use your bookmark to return to it, or you can
search for IOMC using a search engine, or just
type in the URL in the browser window.

N |nter-Organization Programme for the Sound Management of Chemicals - Netscape 6
7 Ele Edit View Search Go Bookmarks Tasks Help

- A @ 5

| Back 7 Feload o =] . searen| 2 -

7| 4 Home &4l Netscape © Search @ Shop | “uf Bookmarks 2 Net2Phone ‘

7.8 gb, Ry M -

IOMC & @iy €85 ) s @ oo (@
UNEp O B UF ama

Inter-Organization Programme for the Sound Management of Chemicals

Forwerd ~ [& ntpypwonswha.inyiome/

Revised: 1 September 2000

Inter-Organization
Coordinating Committee The Inter-Organization Programme for
I0CC] .
{ ) the Sound Management of Chemicals
gerg:r;fal Coordingting (IOMC) was established in 1995 to serve as
. a mechanism for coordinating efforts of 4— H
Internet Guide
o intergovernmental organizations in the The IOMC main page
Inventory of Activities X
) o assessment and management of chemicals.
Capacity Building
Calendar of Events Please use these links to find out more about the IOMC
Site Index
L
c ‘;ff"":'f-"‘ Chemical Accident Prevention » Assessment of Existing Industrial Chemicals and Follutants
OO Groups Harmonization of Classitication & Labelling # Pollutant Reloase & Transier Registers - PRTR
| # @ 2 2 @ | Document Done (1.94secs) L R

slstart||| E)manuar.. | Snorton A..| B Nerton A..| [&inboxfor...|[E inter-0. & [H2LEEe8 631

e Move your cursor along the left bar. Notice the
change in the descriptive text in the window as
you move from one link to another.

e Click on Inter-Organisation Coordinating

Committee. You will find on this page a short
summary of the scope of the chemical related
activities of the participating agencies.
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The IOMC participating organisations are:

e United Nations Environment Programme: http://www.unep.org/

¢ International Labour Organisation: http://www.ilo.org/

o Food and Agriculture Organisation: http://www.fao.org/

¢ World Health Organisation: http://www.who.int/

e United Nations Industrial Development Organisation: http://www.unido.org/
¢ United Nations Institute for Training and Research: http://www.unitar.org/

e Organisation for Economic Cooperation and Development: http://www.oecd.org/

e Click on the agency name to move down the page
and see the description, for example UNEP.

e This will provide a summary of UNEP’s activities
on chemicals. The logo links to the organisation’s
web site.

o A summary of the chemical programmes of the
IOMC organisations is found in the Annex.

2. Return to the IOMC main page and follow the link to
the “Internet Guide”

e This guide provides links to the activities and
programmes related to the sound management of
chemicals among IOMC participating
organisations.

N IOMC Internet Guide - Netscape 6 - [=]x]

‘| File Edit View Search Go Bookmarks Tasks Help

ey > a @ . - =3
Bk © Fed ~ i S [ it pwwwe who intfiomefe-guide ~] 2 Search | =

7 4% Home [l Netscape €, Search ) Shop | '« Bookmarks 2 NetPhone \

|0MC "@ ;xl"\v UN]DO @()E(}D «.

Inter-Orga munon Programme 'or the SOunﬂ Management of Chemicals

Ta view a listing of IOMC related The 10CC s developod tis et Culle o the e andprogrnmes of e

Internet links. I lect sither of Chaptes 19,
gt e “Envirommentally Sor unszIlzg ento meCllznncz.lslncludmnge ntion
ofllegal International Traffic in Toxic and Dangerous Products'

This g il g onexto e pages thPamphngOgamxunsLh
elevance ta IOMIC chis o afo inforation o 10t o gt e of Chaptee 9,
Ag tant

Any additional information can be obtained from the IOMC Secretariat.
D T. Meredith,
o o Healt Osgiztion
At 227, Switzerland
Tel: +41 22791 37613791

Fax +41 22791 4127
Enail: iomo@vho.ch

| & & 2 @ | Document Done (1.05 secs) ] ot
gRStart| | ®lmanual- . | Hnorton A, | ENorton A. | [ inboxfor. [[EioMC 1. |2 [H2LAS08 638

From the pull down menu on the left, select either an
organisation or an Agenda 21 Chapter 19 programme
area to get more details.

For example, if you select UNEP a list of UNEP
activities or programme areas will appear in the right
window. You can then follow the links to the areas of
interest such as those of UNEP Industry and
Environment or UNEP Chemicals.
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3. Exercise: Go to each organisation or programme
area and scan through the list of programmes and
activities. Follow links of relevant to your work.

US EPA

4. Go to the US EPA home page at http://www.epa.gov/.

Bookmark this page if you have not already done so.

N U_S. Environmental Protection Agency - Netscape 6 _ =] %
% File Edit View Search Go Bookmarks Tasks Help

B “. - & - \3 ﬁ, v|\& hitp:fferaeir 2paL oV

:| Back Forward Reload  Siop
7| % Home il Netscape €, Search @) Shop | Brokmarks 4 NetzPhons
U.S. Environmental Protection Agency

Protecmu uman health, safegua!dmg the natural environment

Hore | Recent Additions | Contact Us — Search: €@ :dvanced Search
Current Issues

Information on Mail
Delivery to U.5. EPA

=

EPA Hewsrooth + Response to Sept. 11 » Global Climate Change
Browse EPA Topics + Grownfields » Arsenic in Drinking VWater
. .
Laws & Regulations ol FRITRRH Buenor S1n .
Vvhere You Live Messege from
Administrator
Information Sources EPA Releases Christis Vhitman

Hudson River Record|
of Decision - EPA

Educational Resources
About EPA

<4— | The US EPA Home page

e K Key Topics
Business Opportunities [ Air
RO e Ceonp
EPA has taken the next step in the process by forwarding the Compliance &
For K .DS Record of Decision (ROD) to the State of New York for its Enforcement
three-week reviews of the dredging project that will remove PCBs -
(polychlorinated biphenyls) from the river, Econarmics
“FIRSTGOV N $20 Billion Emission Trading Market Goes Online Ecosystems
- EPA announced the latest innovation in air emissions trading, Emergenc\es
the Online Allowance Transfer System (OATS). This time
saving, online system will enable participants in the sulfur Environmental
oo AW e 02 e e e O Ak e e [
‘ i fd 42 P G ‘ Document Done (24.71 secs) ‘=¢D4ﬁ’1
There are two main ways to locate information on this
site: by topic or by using the search function.
5. Browse EPA topics
e Click on the link “Browse EPA Topics” on the left
hand side bar. .
, , . Tip:
e Click on an area of interest such as pesticides. A shorter list of topics is
o Select the Office of Pesticide Programs Home found under Key Topics

Page
e You now get a list of topics and activities.

¢ Note that you can also search within the Office of
Pesticide Programs web pages
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6.

Exercise:

The wealth of information available on the EPA site
can be illustrated by going returning to the Browse
EPA Topics page (Use your browser back button or

return to the EPA Home Page and repeat step 7).

e Click on International Cooperation,

e Then click on Environmental Information, the

subheading under Technical Assistance.
e Click on “International Cleaner Production

Cooperative” to see what it contains or click on

“List more recommended EPA Environmental

Information web pages” to get a listing of related

pages and documents.

Searching the US EPA Site

68

You can search the US EPA site by entering

keywords in the search window that appears on the

main EPA page.

e To ensure better results it is best to be aware of
the search syntax, which is described in the table

below.

US EPA Search Syntax

Items not separated by commas will be
searched as phrases.

Emission reduction will find
emissions reductions, emissions
reduction, efc.

Each word and words within phrases will be
"stemmed" to retrieve different tenses,
plurals etc.

truck = truck, trucks, trucking,
trucked

For an exact match, enclose terms or
phrases in quotes.

"emission traders"

Asterisks (*) substitute for a string of
characters of any length.

pollu* = pollution, polluter,
polluters, polluting

Question marks (?) substitute for a single
character

ai? = air, aim, alil, etc.

Do not use plus or minus. Use "and" or "but
not".

No + or — in search field

e You can also go to the advanced search page.
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Back Forward Reload  Stop

d. - &«« . \3 §§ - I\& http: fhanen epa govfepahome/search html

ﬂ @Seamh‘ éﬁft -

| 4% Hame [ Netscape C, Search @ Shop | i Bookmarks 4 Net?Phone

U.S. Environmental Protection Agency
Advanced Search of the U.S. EPA Web

Home | Recent Additions | Contact Us

EPA Hewsroom Advanced Search of the U.S. EPA Web Highlights

Browse EPA Topics Enter words or phrases SEPARATED BY COMMAS.

Menu Search

Laws & Regulations

Where You Live & Allofthese © Any ofthese

Information Sources : I
i Oeeurring anywhere in the document =
Educational Resources

About EPA

Programs Sites
Search | Clear
Business Opportunities —I —I

Johs

. Search Hints
Recursos en Espafiol

For K DS tems riot separated by commas wil be Emission recuction wil find emissions
Ll D searched as exact phrases reductions, emissions reduction, etc.

ZipCnde Search

Find Statt

Publications Search

Search in I Selected EPA Web Pages first 7|

If search response time is slow, try this search page Seatch Other ERA

Search Help

Esch word and words wihin phrases wil
be "stemmed” to retrieve different tenses, | truck = truck, trucks, trucking, trucked
plursls etc.

For an exact match, encloss terms or

phrases in quates. “emission traders”

Asterisks (*) substitute for  string of pollu® = paliution, pollder, polluters,
characters of any length. polluting
7
Guestion marks (7) substitute for ssingls (o
character

Mo + or —in zearch field

Do onot use plus or minus. Use and" or "but
nat".

e £ % w2 B3 | Document Done (2.15 secs)

<4— | The US EPA search page

\—ﬁé

Enter your search terms in search window. Note
that words will be searched as a phrase unless
separated by a comma,;

You can indicate if you want a document to
include all (AND) or any (OR) of the terms;

You can limit your search to the title, URL,
keywords, comments, the same paragraph or
same sentence;

You can search through selected web pages first
or indicate all EPA web pages without any priority.

Other options include:

A menu search, where you can search by specific
fields.

A search for contact information for an EPA staff
person.

A search for EPA publications

Limit a search to specific EPA sites
(regions/programmes)

Obtain more detailed help and search hints to
refine your search strategy.
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7.
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Exercise:

Type arsenic, water in the search window then
click on search;

Since we used the default setting, selected web
pages will appear first;

This will be followed by recommended web pages,
then by all other search results;

The type of document will be indicated by an icon
on the right (most common types are either html
web pages or pdf documents;

If you have too many results, you can limit your
search by “searching within these results”;

Page through to the next pages of results by
clicking on Next or the page number found at the
bottom of the page;

Or modify the scope of your search by searching
selected or all EPA web pages;

Or start a new search.

Exercise: Find the US EPA Pesticide Regulation
Notice “Consumer Access Numbers on Pesticide
Label.

Approach 1: Using subject headings:

Go to the EPA pesticide website (http://www.epa.gov/pesticides/).

Click on Registration, then on Pesticide Registration Notices at the bottom of the
page.

Use the browser Find function and search for Consumer Access Numbers.

The cursor will land on PR Notice 97-4.

Approach 2: Using the search function:

Go to the EPA pesticide website (http://www.epa.gov/pesticides/).

Click on Advanced Search. Click to check the
Pesticide Registration Notices only, since that is
the type of document you are looking for, and

then type the words: “Consumer Access” between
quotation marks, then click SEARCH. On the first
page of search results, the PR Notice 97-4 should
appear.

Exercise: Find the “U.S. National Profile on the
Management of Chemicals”
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